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PROVED ON THE JOB IN 48 STATES! 
The ELECTRIC typewriter with the most efficient keyboard ever designed! 
The Smith-Corona Electric Typewriter is 

getting a big executive OK from U.S. business. 

Because, it is the first complete electric 


typewriter. For example, there are more 
operating controls in the keyboard area than 





on any other electric. And — all are 
electrically activated, for fast, easy typing. 
By automatic tests, and on the job, the 
Smith-Corona Electric is proved the 
fastest. It is designed and engineered to 
out-perform every other electric typewriter. 


PLUS EXCLUSIVE KEYBOARD SLOPE! 


Both keyboard and keytops are 
Shown and demonstrated by appointment in your offices. Call scientifically slanted for naturel 


bany Smith-Corona Branch Office or Full-Line Dealer finger-flow, and for smooth, easy 


see Classified Telephone Directory; wn > effortless touch to give the fastest 
} operating keyboard on any electri 


@ World's fastest electric 
% @ Exclusive cushioned touch 
@ Print-perfect ‘‘write”’ 


@ 88-Character Keyboard 


Worlds moct: 


Smith-Corona ELECTRIC 


SS) Smith-Corona Inc Syracuse 1} NY Factories also in Toronto, Brussels and Johannesburg © 
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Now any office can have one! 


Even your smallest branch office can now 
have a postage meter —and enjoy the same 
metered mail benefits formerly limited to 
home offices. 

Today, there’s a little, low-cost DM (desk 
model) postage meter that does away with 
lick-and-stick 
stamps and stamped envelopes, and makes 


faster—in 


messy mailing, with loose 


“getting out the mail” easier, 
every Office. 

It prints postage, any amount needed for 
any kind of mail, directly on the envelope 
(or on special tape for parcel post). Anyone 
can use it. Just dial for postage needed, press 
the lever 
with a dated postmark that helps it move 


and the letter is meter-stamped, 


through the post office faster. Prints your 
own small ad, too, if you want. There’s even 


a moistener for sealing envelopes! 


SZ a 


Si » 


@ PITNEY-BOWES 
Postage 
<7/ Meter 


ih Ny Offices in 94 cities 
in U.S. and Canada 


et 


THe Orrice—July, 1955 


With the DM you never run out of the 
right stamp! Set by your post office for as 
much postage as you want, il makes those 
rush trips to the post office unnecessary. It 
protects postage from damage, loss or misuse 

accounts for postage automatically! 

You don’t have to send out a lot of mail 
to justify a DM. (1 out of 5 postage meter 
users spends less than $50 a month for 
postage). Any office can have one! 
hand or electric, 
office, Ask the 
nearest PB office for a demonstration. Or, 


There’s a meter model, 


for every large or small 


send the coupon for free illustrated booklet 


FREE: Handy desk or wall chart of Postal 


Rates, with parcel post map and zone finder 


ae | 


A 
j 


PITNEY-BOWES, INC. 


3405 Paciric St., STAMFORD, CONN 


Please Postal Rate Chartto: 


send free 


Name 


4ddress 





HOW X i a 0 C5 b A be fal wens PAPERWORK 


cuts duplicating costs 
518,000 a year at... 


NEW YORK STATE ELECTRIC 
& GAS CORPORATION... 





New York Stote Electric & Gas Cor- 
\ O/ poration serves areas totaling 17,000 
SPEEDS Code Book copies at 60% savings 


square miles—about 35% of the en- 
SPEEDS Accounting Manuals at 70% Savings tire Empire State. !ts numerous plants 
SPEEDS Inter-office Telephone Directories at 94% savings—and 29 offices ore in widely separoted 


communities, and necessary communi- 


REDUCES delivery dates from 2 weeks to | day! cations involve much paperwork. 
erography offers a new and better way to get paperwork done faster, 
photog! iphic accuracy, New York State Electric & Gas ¢ orporation 
opying equipment to prepare masters by xerography for offset du- 
in forms duplicating alone were cut by $6,000 a year! ¢ om par- 
ved on other applications 
nographic pool was attai yy the elimination of retyping 
of various exhibit } counting Manuals, which must 
been reduced from $6.50 00 a pagé. Delivery time was 
» a single day Cost of reprinting an Account ¢ ode Book, an- 
job, dropped from $500 to $200 The inter-office telephone direc- 
tory printing was cut from $35.00 to $2.00 
rom original Anything written, typed, printed or drawn can be copied onto 
okey ll paper masters by xerography with XeroX® copying equipment 
3 minutes With xerography, copies can be made from one or both sides of 
original material in enlarged, reduced or same siz 
There is no limit to the versatility of the dry, electrostatic 


xerography process in paperwork duplicating applications 


WRITE for proof of performance folders showing how companies of all kinds, large 
and small, are cutting duplicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 


55-19X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 
dah slits | 
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New Books 
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Finding Misfiles 

That’s Not What I Meant! padéau eee? 

Duplicated Direct Mail Outpulls Fancy Pieces 

Plants’ Paychecks Go by Wire . : 
Mechanized Mailing Cuts Costs for Magazine Publishers 
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“We re wasting plenty of 
money with old-fashioned 
hand collating methods.” 








"Theis way | ve it. 


it ¢ costing us 
5 times more 


than it should!” 








"Take my advice... 
get all the facts about a 


Thomas Collator today!” 





an a in 





We're all aware of the time and simple-to-operate Thomas Collator. 
energy consumed by the task of hand- And it doesn’t matter whether your 
gathering sales bulletins, price lists office spends 2 or 200 hours a week 
and other duplicated papers into sets. collating — a Thomas Collator will 
However, what many of us fail to save you time and money and pay for 
realize is that hundreds (and some- itself fast. 
times thousands) of dollars are 
wasted annually because of old- Get all the facts. Simply drop us 
fashioned hand-collating methods. a note today and we'll send you free 

But now you can reduce time- informative literature plus a helpful 
waste and increase collating efficiency collating analysis sheet. There’s no 
as high as 500% with the new obligation, of course. 


€ : eye 
thovnne Collatos, Une. 


Specialists In Paper Gathering 


155 Sales & Service Offices From 
Floo dels are also avail Coast To Coast a 
r models are als vail- 
able with capacities of from 50 Church St., Dept. B, New York 7, N, y ws 


5 to 32 bins. 
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HE EXECUTIVE 
the adage, “It 
done 


spreading himselt 
| 


who lives up fe 


you 


vourselt,”’ may be 


too thin He 


muct 


well, do if 
may be 
He may 


more WOrRKADIE 


attempting to do too 


need to substitute a 


SUCH as ** Let (veorge do it 


if 
When the 


aXiom, 


executive teels he must de 


evervthing himselt, h 


full 


ST not making 
capabilities ot 


W herever 


a head man 


use oft tne those re 


him. this situatior 


working long 


+ + ; 


eare oO mass ot detall 


others are being “al to look alter. 


same time, 


ieldy supervisory 


up we hav n mind when we 


organization.” 


reter to 


n “one 


man In modern 
business this is as backward as the one 
shay. No man living can do his 
own work properly and have left enough 


time and energy 


hoss 


to do the work of those 
reporting to him. 

Delegation of authority 
ical and simple 


executive 


seems such a4 


lO procedure that every 
would practice it as a matter 


of course. But, as with so many 


propo 
sitions that seem open-and-shut, there is 
Ore bask reason 


whv otherwise efficient 


executives c¢annot he persuaded to let 
“George” do anything other than routine 
These head 


they an delegate 


men have learned 


autnority easily 


enough, but they cannot pass 


someone else an iota ot responsidill 
al responsibilitv for what goes on 


organization must continue to re 
the shoulders ot the 
\W hen rood work 


mat inh 
charge, is done he de 
W hen 
committed, the department 
full 
supposition is that he 
those 


serves, and is accorded, the eredit 
errors are 
must 
The tan 
and 


therefore he 


head accept responsibil! 


trained reporting to 
1s responsible tor anvth 
these people do or fail to do The ex- 


ecutive must delegate authority even 


though he cannot delegate responsibility 


This is Why so manv execut ( ! 


THe Orrice—July, 1955 


T 
, 
want a thing 


lle 
USUALLY 


ticular ate has 


nbout 


LET George 
Do It! 


ALFRED M. COOPER 


ot the leta ol tl 
out ot ir hands 


Most 


Whom 


experienced executives 
| have discussed t} ~ problen Cor! 
hat tailure lelegate res 


lous deh 


el Oa Oe 


his hesitane,s ) delegvate, 
must short-eireuit those who 
alter matters o 


Sometimes the someone 
the second 


man in thi 

he subord nate supervisor 
trained to take ove! 
/ 


s job when the head 
receive turther advancement 
If al er 


may 


ecutive Tallis to dele 


find it convenient, and indeed neee 
sary, to bypass his assistant and issue 
orders and assignments d rectly to those 
who are supposed to report to this sec 
Nothing can create confusion 


Most 


but 


ond mat 


more readily practice 


executives tTrowt undercutting 


insist that nothing in this 


pronibition 


should prevent any employee trom com 
directly > head 


at ones ! . SH One 


Zation, he an A] different peo 
all places, authorized and trained 


iob oT cle \ ing I 


‘tt for hin training part of 
liable assists 


takes the torm 
he amount ol 

xeeutive Tteels the 
been accorded 


itnorit ne can sucess 





another important factor in the matter 
of successtul delegation: Among any 
group of employees, there are those who 
like to be trusted with the exercise of 
authority and others who prefer not to 
have it thrust upon them. The executive 
should be sure he has people reporting 
to him who like to be given authority; 
employees who are willing to stand or 
fall according to the kind of job they 
do when their hands are free. 

The head man care to 
delegate, or who will delegate as little 
should have reporting to 
him people who are happy to let him 
carry the ball at all times. In this type 
of organization nobody would dream of 


who does not 


as possible . 


making a decision, however minor, until 
Any 
unsatislactory, 
hoth to the head man and to the type 
ol people he would employ 


he had 
other 


checked with the 
would be 


boss. 
course 


The executive who wants his subordi 
nates to take as much as possible of the 
routine work of supervision off his 
shoulders must build an organization in 
which a majority of the employees like 
to be given authority, and who work 
best when the chips are down. In effect, 
this executive says to an employee, 
“Stand on your own feet. Get results 
without running to me. If you make 
good Ull do all I ean for you, If you 
fall down you'll be replaced.” Most of 
us know subordinates who work best 
under such a setup as this. We also 
know a lot of people who wouldn’t !ast 
a week in such a department. If they 
didn’t get fired they would quit. 

Many executives prefer to adopt a 
middle-of-the-road policy with reference 
They contend they 

employee has about 


to delegation. 
tell when any 


limit in this direction, and 
they are careful not to overload anyone. 
With certain people they can go all the 
way in delegating, and these automatic 
ally assume the role of direct assistants. 
The others receive little in the way ot 
other than routine work. 
Most executives agree that the depart 
ment in which employees are given as 
much authority as possible will develop 
the best material from which future ex 
ecutives may be fashioned. Conversely, 
if an employee who has never exercised 
authority is given charge of a depart 
has two strikes on him, right 
from the start. 
Management, in 


reached his 


assignments 


ment he 


corporations large 
small, is always studying its ex- 
how good they are at 
delegating authority. This is, of course, 
but one characteristic of the top-flight 
executive, but it is usually rated as one 


and 
ecutives to see 


of the outstanding qualities of leader 
ship. In the small organization the ex 
ecutive’s future may not be at stake. 
But the result may the same, 
business must suffer when the head 
man insists upon making every decision, 


be about 


Sinc¢ 


large and small. In his absence certainly 
someone should be empowered to speak 
for him. This may 
training tor the 


necessitate specific 
individual who thus 
represents him in interpreting the poli- 
cies of the organization. 

There are two interesting problems in 
delegation that may grow out of the re 
lationship between executive and assis- 
tant. In the first, a subordinate super- 
visor has taken a stand in dealing with 
an employee and the case has not been 
handled to the department head’s satis 
Should the now step in 
and straighten things out, or should he 
keep hands off and let the assistant work 
out his own salvation? 


faction. boss 


In discussing this problem many ex 
that when an injustice 
should be corrected 
They frequently 
get the employee and 
tovethe thresh out 
would ad 
whatever 


ecutives contend 
has been done this 
as soon as possible. 
state they 


the assistant 


would 
and 
their differences. Then they 


judicate the matter and do 
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to make sure there would 
be no repetition of such mistakes in the 
future. 

But an equal or 


was necessary 


greater number of 
executives will not settle for any part ot 
the above solution. This group would 
never intertere with a supervisory situ- 
ation when this means that the order 
of an assistant may have to be reversed 
and this fact made known to employees. 
If corrective action should be taken, 
they say the assistant is the one to take 
care of this in his regular contacts with 
who report to him. Should the 
boss “conduct an investigation” only to 


those 


discover the assistant was in the right, 
he has not appeared to favorable advan 
tage in taking such action. 

Superiors who have learned to mul- 
tiply their efforts by delegation appear 
to expect subordinate supervisors to 
make occasional mistakes. Many bosses 
state they learned a lot about super 
vision by making mistakes and then hav 
ing to correct these errors. They appear 
to favor giving their assistants the same 
privelege of wrong 
while. 

The other common problem in dele 
gation concerns the assistant who 
been given sufficient authority to run 
his job, but who continues to have 
trouble with certain individuals report- 
him. The latter may be skilled 
workers who are older than the assistant 
and who resent taking orders from a 
younger man. They may be valued em 
ployees who earlier reported directly to 
the head man and would like to continue 
to come to him tor suggestions. What 
is the superior’s responsibility here? 
What is the responsibility of the assis 
tant concerned? 

Executives usually agree there can be 
to the department head 
continuing on a friendly personal basis 
with the older employees, provided he 
does not permit critical discussions ot 
the work of the assistant 


these sessions. 


being once in a 


has 


ing to 


no object ion 


to enter into 


If employees insist upon 
bringing up such matters, they must be 
told to diseuss these with the assistant. 
Anything short of this, they 


Say » Con 
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stitutes undereutting. 

When this 
executives appear to feel the assistant 
must thereafter stand on his own feet 
In the case of the older employees he 
may find it necessary to defer to their 
superior experience and thus win their 
cooperation. In any event, the assistant 
must then get results or be replaced by 


has been done, however, 


someone who can. They retuse to carry 


a weak assistant 


A manufacturing executive who had 
earned an industrywide reputation as a 
splendid organizer was offered a posi 
tion as general manager of a concern 
making a product with which he was 
totally unfamiliar. The offer was so at 
tractive he accepted. In telling of his 
experience on the new job, the execu 
said, “I had eight division 
reporting directly to me. Each man was 
a wizard in his line. In instance, 
I knew next to nothing of the work go 
ing on in the department. 

“T called the division heads together 
and put my cards on the table. I told 
them I was going to run the plant; | 
had no intention of acting the part of 
a figurehead. I explained that, since | 
would concentrate on the administrative 
end of my job I probably never would 
become acquainted with the details of 
their work. Each division head was to 
have full authority to run his job. | 
would hold each executive responsible 
for results, in terms of quality of prod 
uct, production costs, and good indus 
trial relations. If he made good I would 
see to it that he received full credit 
from my superiors. If he failed he 
would be replaced by someone who could 
work satisfactorily under this setup 
The division heads got the idea. I 


tive heads 


each 


was 





NOW! 
Quickly, Easily, Effectively Destroy confi- 


dential papers, records in your own office! 


NEW Bont mm 10 


portable shredding machine atau especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
Wego IN HERE 


Colorfu 

trated 

folder, in iedes 10 
FREE TRIAL detaiis 
Write SHREOMASTER 
BANTAM 10° on your 
etterhead or postcard 
and mail today tc 


the SHREDMASTER 
a orfrorate ” 
ume ee ee a 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 


‘ UNREADABLE 
SHREDS COME 
OUT HERE 





able to make a good showing in running 


a plant in which the day-to-day routine 
of manufacturing was, and still is, some 
thing of a mystery to me.” 
This is an unusual instance in which 
the ability to delegate 
deciding ftactor in the 

a field foreign 
Perhaps in lesser degree the 
ability to delegate intelligently is an im 


portant factor in the 


authority was the 
suceess of an ex 
ecutive in to his previous 


ex perc nee, 


success Ot any ex 


ecutive 


in 


Wider Applications 
Of Magnetic Tapes 


ATEST 


magnetic 


industrial applications for 
ranging trom 
recording and geo 
physical exploration to the quiet strains 
were 


re cording 
video tape 


of background musie¢ in an offee 
featured at dedication 
Minnesota Mining & Manufacturing 
Company’s new Research Center. Scotch 
instrumentation tape No. 109 was dem 
a number of industrial ap 
plications where it is used exclusively 


ceremonies ol 


onstrated in 


for errtical data recording. 

Dr. W. W. Wetzel, formerly technical 
director of the 3M Company’s Magnetic 
Products Division and now division gen 
eral manager, termed the tape “the most 
nearly 
manufactured today.” 
dedication was a 


perfect magnet recording tape 
Highlight of the 
cross-country color 
recording on May 
York, it was 
and reproduced by Radio Corp. 

America Enterprises 
demonstrated in motion pictures its wide 
band radar recorder built for the Au 
Force to record radar sereen images, 

W here recording takes the 


form of magnetic tape, it provides a 


telecast by video tape 
12. Originating in New 
recorded 


Bing Crosby 


magnet 


medium that is extremely long playing 
with a range of trom a few minutes to 
This makes tape ideal for 


eonventions or 


several hours. 


record ng ceonterences, 


court testimony. Growing interest In 


magnetic recording has encouraged the 
development of several forms other than 
magnetic tape alone 


THe Orrice—July, 1955 








NOW..you can 34 


PLASTIC 


| 
~ LOOSE-LEAF 
BIND 


catalogs — reports NOW, all GBC punching accommo- 
manuals — presentations dates the new multiple ring GBC 


Metal Loose-Leaf Binding as well as 


all types of literature all Cerlox Plastic Bindings. 


j 











RIGHT IN YOUR OWN OFFICE 


-».and save money, too! 
YOU SHOULD HAVE THESE Improve all your et zuarantee 
IMPORTANT FACTS! terete tage ex yale chilly eon 
maximum attention and action for every 
Handsomely illustrated in four message...and prestige, utility, color. 
colors this just-off-the-press bro- ) rT e r . 
Pages lie flat, turn easily, can be inter- 
chure shows how the new multiple pags 
ring GBC Metal Loose-Leaf and changed between GBC Metal Loose Leaf 
Cerlox Plastic Bindings are com- and Plastic Bindings. Efficient GBC ma- 
bined into one superb universal | chines cost no more than a standard type- 
binding system. . 
writer. Anyone can operate. 








OW yer cae bid nT 

of literature 

with MODERM — pyastic trntee 
ry on 


General Binding Corporation 

Dept. O-7, 812 West Belmont Avenue, Chicago 14, Ill. 
Please rush me my FREE copy of the new brochure 
“‘Now you can bind all types of literature...” 1 un- 
derstand there is no obligation. 








Organization 


Address 





City. 
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In addition to tape, the use of 
belts—in reality short but 
endless loops of magnetic 


mag 
wide 
tape—have 
been adopted by some manufacturers. 
These provide easy insertion of the belt 
and make it 
piece of dictation since the head records 
a spiral-track around the belt from one 
margin to the other. The belts are easily 
mailed in an ordinary envelope 
Another form of recording 
uses sheets of special paper coated with 
the magnetic oxide. As in the case of 
the magnetic oxide belt, a scanner-type 
head magnetic track that is 
easy to these sheets are 
made of paper, any particular piece of 
the sheet can be identified 
labeled with an ordinary 
These too can be folded and 


netic 


CAaSY 


to locate a specific 


magnetic 


records a 
locate. Since 
dictation on 
or specially 
pencil. 
easily mailed. 

Still another torm of magnetic re 
cording is the magnetic dise. Such units 
resemble conventional phonographs ex 
cept that instead of the which 


euts grooves in a disc, a magnetic record- 


needle 





FOR All NOISY 
OFFICE MACHINES 


6 
4 


Scorcu 
Magnetx Tepe 


Applications for magnetic tapes are spreading 
throughout business and industry. 


ing head is substituted for the needle 
and an invisible magnetic track replaces 
the grooves in the dise. Magnetic dises 


] 





Freedom from NOISE, and privacy too .. . 


Now you can place your expensive office machines wherever you please . . 
and be sure your records have privacy too, 


without regard to noise or lighting 


near the source of media 
sof*lTone 


“stops noise where it starts” and provides perfect indirect fluorescent lighting uniformly over work area 


Geodbody & Company, New York City investment house, recently put an IBM key punch right in their 


Comptroller's office 


© 1955 


gat 








Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
mokes, models you use and measurements. 


7 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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Copies in seconds... 
savings in dollars! 








SIMPLE —This newest development in photocopy machines, now avail- 
able in one compact unit, 17x25’ overall, with only one knob to 
turn, can be operated easily by any girl in your office. 


HANDSOME —Glossy black with white trim—looks well anywhere. 


ACCURATE —No matter how fine the detail, or what the colors, if you 
can see it in the original you will see it in the photocopy. 


VERSATILE —Produces exact, letter-perfect copies up to 14” wide— 
whether the original is single or double sided, opaque or translu- 
cent, white or colored. Photorapid’s legally accepted copies are 
ready for instant use, eliminating costly typing, hand copying and 
checking—or costly outside copying. With Photorapid you can make 
single side copies, double side (to reduce filing space), transparent 
copies for use as masters with diazo or blueprints, tissue copies for 
air mail—all at an unbelievably low cost. Also other models for 
copying from books without removing or injuring pages. 


FAST—In seconds your finished, perfect copy is ready. 


a COPY-CRAFT, INC., Dept. 07 

105 Chambers St., New York 7, N.Y. 
— I'd like to know what Photorapid can do for me. 
op 105 Chambers Street 


New York 7,N. Y. © BA 7-4150 NAME. 





ADDRESS 
CARBONS AND RIBBONS « DUPLICATING, PHOTO 


COPYING AND SYSTEMS MACHINES AND SUPPLIES cITY 
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Save Time--Reduce Damage 


with SYV7TRON 
ENVELOPE JOGGERS 


Automatically align contents of en- 
velopes for fast, clean opening by 
manual or machine methods. Jogger 
loosens and shakes down envelope con- 
tents in a few seconds—speeds office 
procedure. 





*68°° 


F.O.B. 
Homer City 
110 Volt, a-c 

operation 


Eliminate Torn or Disfigured 
Correspondence. 


Correspondence can 
be opened quickly 
and safely without 
danger of mutilation 
—prevent damage to 
important messages. 


Write today for 
complete catalogue 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 


are of flexible plastic similar to that 
used in making magnetic tape. They, 
too, can easily be folded and mailed. 
An important consideration in the 
cost ot a dictation device is the mech- 
anism which causes the recording media 
to move. Most complicated of all is the 


conventional tape recorder where mag- 


t reel, 


netic tape spins trom reel to 
Electrostatic tubes in electronic com 
nformation instantly, 
but are unable to store very much in- 
formation. Magnetic drums take slightly 
longer—still less than a hundredth of 


store more ma- 


putors prov ide 


a second, perhaps—but 
The third media, magnetic tape, 
longer but 
much in 


terial. 
take a tew minutes 


many 


may 


stores many, times Aas 
formation. This magnetic tape is usual 


iA” oxide coated 


ly 4 
plastic. It is divided into parallel chan 
the length of the 


chan- 


wide and made ot 


nels or tracks along 
seven 
coded rep 


letters, or 


with 


used tor 


tape perhaps five to 


nels storing the 
numbers, 


pit of intormation 1s 


resentations | 
symbols. Each 
convenient 


recorded on the tape in a 


code torm peculiar to the machine. 

As in the case of all 
it can be reused if the in 
stored perma 
One of its assets is its compact 
20,000 records 
each may be stored on a 
12” diameter reel with 3,000 ft. 
Many electronic data process 
tape 


magnetic tape, 
erased and 
ftormation 1s not to be 
nently. 
ness, since as 


ol sf) digits 


many as 


single 
ot tape. 
ing machines may 
units attached to them, greatly increas 


have several 
ing capacity of the computer. 

A magnetic drum 1s essentially 
netic tape in a different form. The drum 
from alumi- 
num and is mounted on a shaft on which 


mag 


is usually precision made 
it rotates at high speed past the record 
ing heads. It can from 5,000 to 
100,000 characters and each 
read or written in a few 
thousandths of a This makes it 
considerably faster than magnetic tape. 


store 
more than 
oft these can be 


| cond. 


Still faster however, is the electrostatic 
Similar to a television tube, it de 
pattern of 


tube. 
information in a 


livers its 
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America does ee 


OG 


PRE-TESTED BUSINESS PAPERS 


When appearance and performance are of topmost importance, 





think first of Nekoosa when specifying papers for office use. 
Nekoosa Business Papers are made specially for today’s high speed 
printing presses and office equipment. All carry the famous Nekoosa 
“ atermark eee your assurance that thes« pape rs have been pre -tested 
at our mills for appearance, performance, strength and finish 

Your printer can supply Nekoosa Business Papers; also available, 

in standard sizes, at your office supply or stationery store. 


NEKOOSA-EDWARDS PAPER CO., PORT EDWARDS, WISCONSIN 
Ae 
‘ate i pays 0 plam with your printer 
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NOW-—STAPLE 












‘ Stoplex curs costs 
70% ... and more! 


TIME-TESTED STAPLEX does the work 
of 20 ‘‘old-fashioned’’ staplers 


better . . . quicker - more 
economically! Thousands in use. 

STAPLES AUTOMATICALLY .. . both 
hands free to feed work . . . no levers, 


pedals, etc. 


RELOADS in 2 SECONDS from the 
front. Standard size staples used. 
PORTABLE, 12'/2 Ibs. Piugs in 
anywhere. 


Let us demonstrate why STAPLEX has 
become A NECESSITY IN MODERN 
BUSINESS. 


THE 


Stoplex COMPANY 


Brooklyn 32, N. Y. 


i 

! 
; The Staplex Co. (] A no-obligation 1 
| 775 Fifth Avenue demonstration : 
| Brooklyn 32, N. Y. () Literature 1 
! ! 
! NAME ; 
- ' 
| COMPANY 
| ADDRESS 
; 7-55 !§ 
’ ' 





and can do so in a Tew 
For practical 
purpose it is called instantaneous. 

A rising business that has developed 
from tape recording deals in “music no- 
body listens It’s the background 
musi¢ business consisting of firms which 
rent, sell music 
tape to business and industry ranging 


dots 


millionths 


and dashes 


o! a second 


” 
tw. 


lease or on magnetic 
from restaurants to steel mills, from fu 
neral parlors to offices 

Music in this field must be the proper 
type, both from the standpoint oft con 
tent as musIcé 
by copyright owners for use in this man 
ner. As far as content is concerned the 
music must be planned to lend itself for 
background and must free of 
Generally, the ideal functional 
MUSIC of instrumentals, 
lyrics tend to attract the attention of 
the listener and prevent the music trom 
serving a true background purpose. It 

usually necessary to have pauses be- 
which eliminate any 
strain that continuous musie might tend 


well which is cleared 


as 


use be 
\ ocals. 


consists since 


tween selections 
to create. 
Magnetic tape is but one component 
in a video tape recording system. It is, 
however, vital and without its develop 
ment and perfection the new medium 
of video recording would not be possible. 
Minnesota Mining & Mfg. Co. was the 
first U.S. firm to master the production 


5 


(i! ., [THINK 
/> | Se 














“That's enough thinking. Let's 
get back to work!” 


July, 1955 





ROTOR-FILE cuts costs, increases efficiency, 


steps up production, boosts employee morale 


4-Tier Rotor Corres-File — filing done from seated position 


Corres-File changes the filing clerk’s menial job of physical labor 
to a dignified desk operation, This unit equals 3 4-drawer files 
and the clerk works in only 1/10 of the space, because the records 
come to her, The Corres-File clerk works with new speed and effi- 
ciency, does more work in less time and loves it! This means 
lower operating costs, less personnel turnover and a more efficient 
filing operation for you. 


If floor space is an important factor in your operation, 6-Tier 
Corres-File gives you a saving of 36% — and yet 84% of the file 
clerk’s work is done from a comfortable seated position. This is 
possible because of Corres-Files “side filing” feature and the ad- 
justable chair unit. Filing in the top tier is most easily done with 
the aid of a fold-away stand — however it can be accomplished 
without strain by the average girl without this stand. 


Desk Rotor-File is available in single models (shown at 
right) or double models (on facing page). This desk-file 
combination offers substantial savings in space — split second 
finding, filing and posting — all from a comfortable seated 
position, And the capacity grows with your needs. Used in 
combination with the Rotor Corres-File it offers the finest, 
fastest, most efficient filing system available. 


Please send the 








Rotor-File folder giving 


complete descriptions and capacities. 


EFFECTIVE TOOLS FOR EFFECTIVE MANAGEMENT = 


WASSELL ae 


ORGANIZATION, INC. Company 
WESTPORT 2, CONN. Address 


ee * es Paes 2" T) ia es > City 


Zou State 








introducing 


E ~~ LESS 
COLLATING 
cay 


with the 
Tiga) 


gig Wa Va aa a ge 
OL LAMA TIS 


Electric Collator 


Collate without effort — without 
fatigue. Collate as fast as you dup- 
licate WITH THE NEW COLLA- 
MATIC — the electric collator de- 
signed specifically for the modern 
office. 

Think of it, an electric collator 
that will cut labor costs in half 
actually pay for itself. An office 
machine that everyone will love 
to operate. 

Touch the automatic starter and 
the sheets are advanced for inspec- 
tion. Touch it again and collate. 
Just touch and collate; that’s all. 

Lots of other features too! Each 
bin will hold more than a full ream 
of paper. Scientifically designed 
stapling and stacking bin insures 
uninterrupted work flow. Positive 
feed, MAGICFEED rollers feed 
right down to the last sheet. Priced 
to sell for LESS than most mechan- 
ical collators. 

Be first to have “EFFORTLESS 

Model “800” COLLATING” in your office. Write 
CONSOLE for brochure and the name of your 


nearest distributor 


C7 I'd like a demonstration of the New Collamatic. 


a Please forward additional information. 


Name Title Wayne Neu Jersey 


Firm MOuntain View 8-2900 
Street 


City 


l 
OEE 
OFF 
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of high quality magnetic tape, essential 
in any recording system. It was a job 
that fitted almost naturally into the 3M 
operations. The firm had 
Vears of experience in making more than 
100 different tapes including the familiar 
transparent cellophane tape sold under 
the Seotch brand name; the firm was 
engaged in the production of iron ox 
ides, as a result of its work in paint pig 
mentation; the company had experience 
with binders for holding the oxide in 
position on the tape; and, perhaps more 
important, it had years ot know-how 
and the necessary equipment for com 
bining such raw materials into a finished 
tape product. 

In 1953, the 3M Company introduced 
an acetate-backed tape featuring a new, 
more potent magnetic coating with from 
8 to 12 decibels more output than ex- 
isting magnetic tapes. Called Scotch No 
120 High Output magnetic tape, it is a 
dark green in color. In 1954 they intro- 


Company's 


duced a thinne r, acetate base recording 
tape, Scotch No. 190 Extra Play tape. 
With it, 3M HOY 


recording time tor any tape 


was first to otter a 
Inecrease Ih 
(rather 


recorder, Using one mil acetate 


than the conventional 14> mil film) to 
vether with a thinner oxide coating (but 
with more potent magnetic characteris 
tices) they increased the tape Tootage pel 
reel from the 1200 tt. (on 


with no increase 


conventional 
a 7” reel) to 1800 ft. 
in reel 
ester-base 


1J1AM 


magnetic 


size. They also offer two poly 
recording tapes, Seotch No 


and No. 120AM High 


tapes, both available 


Output 
witl 
acetate backing 
scotch with 
a cellophane backing, is used with the 


magnetic laminate tape, 
Scotch magnetic laminator to automatic 
ally transter the oxide coating from the 
cellophane-backed tape to movie film. It 
factory-perfect magnetic track 
which ean be applied wherever 110 volt 


olfers a 


current is available 


NOT JUST ANOTHER FAN! THERMO-COOL 


Portable Conditioner is for Year ‘Round Use 


This evaporative cooler requires no installation or plumb- 
ing. Just fill reservoir with water and plug in anywhere. 


IN SUMMER: 
and pollen, Rooms are cooler and cleaner. 
IN SPRING AND FALL: 


eliminates mustiness. 


IN WINTER: 


Thermo-Cool lowers temperature, clears air of dust, smoke 
Without water, Thermo-Cool keeps air moving, 


Thermo-Cool raises humidity for greater comfort and keeps 


air clean. § 95 
TRY a Thermo-Cool, You'll like its benefits, Only 
” 


Distributor and Dealer inquiries solicited. 


SPITZKA MFG, CO., 235 Colfax St., N, Sacramento, Calif. 





stencils and plates wrinkle-free. 
inspection and quick access to any 
stencils or 200 plates. 
rides on ball bearings. 
can be removed wi 
and different. 


Each cli 


DEALER INQUIRIES INVITED. 
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READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
seososoee ALWAYS AT SEE LEVEL ------ 


The Read-A-File Cabinet is a protective file that keeps 


METAL SPECIALTIES, Incorporated 
2302 Bloyd Avenue, indianapolis 18, indiana 


it permits full-length 
one of up to 400 
The hanger unit, with 50 clips, 
is on its own rod and 
out disturbing the others. 


It's new 





R.C.Allen 


the 


RECALL 
key 


... gives this machine a “memory”... restores the last 

amount printed, instantly! Depressing this key simultaneously 

with the proper motor control speedily and accurately repeats debit 
or credit items, corrects listed errors, reverses debit or credit totals, mul- 


tiplies totals and restores totals printed in error, all without re-indexing! 





No other adding machine has it. No feature since Credit 
Balance compares with the importance of 

the exclusive RECALL Key which gives this 

machine its “memory”, This feature 

makes it possible for the standard con- 

trol keys to accomplish more, with 

fewer motions and 

fewer opportunities for error 

than ever before. 


Only a demonstration can 

do justice to its unlimited 

advantages for you... and itsmany 
efficiency features which include automatic 
step-over multiplication with positive 

back-space correction key, and single-double- 
triple cipher keys. 

Call your R. C. Allen dealer today for a 
demonstration or write for the colorful brochure, 
“The Adding Machine With a Memory”. 


MANUFACTURERS OF FULL KEYBOARD ADDING MACHINES, A WIDE RANGE OF 
SPECIALIZED CASH REGISTERS, A POPULAR LINE OF DESK-MODEL BOOKKEEPING 
MACHINES, AND THE WORLD'S MOST ADVANCED TYPEWRITERS 


R.C.Allen Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids 4, Michigan 





How to Save Money 
for Your Company with 
National’s STOCK FORMS 


First of all, remember, National’s paper and printing; 4. And with 
stock forms are flexible ...can be National you can get Eye-Ease, 
fitted to most any bookkeeping’ the cool green paper that reduces 
or record system. Here’s what you’ eye fatigue, and resulting errors. 
gain: 1. You need less inventory; eee 

2. You can buy in smaller quanti- See National’s stock forms at your 
ties; 3. You are assured top quality _stationer. 


Accountants 


Time and 
Analysis Pads 


Payroll Forms 


} 

; 

} 

} 

Bt 
7 
} 
' 


} 
} 
} 


Ledger Sheets Accounting Forms Columnar Sheets 


NATIONAL BLANK BOOK CO., 87 Water St., Holyoke, Mass. 
I am interested in stock forms for please send 
samples and more information. 
Name 
Company 
Street 
City State 
Please send me name of nearest Stationer 0 


Pee eee eee eee eee eee 
ee 
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Don’t Make Copy Cate Out of Valuable 


Personnel... Use Low-Cost COPYFLEX! 


@eeeeeeeeeeeeeeeeee 


A tremendous amount of daily paperwork in ur company calls for the 
transfer of the same basic information from one departmental form t 
another. Done manually by “copy cats this transcription is « 
slow, often inaccurate 

With the new Copyflex Model 100, basic informat 
— departmental copies are mechanically reproduced {re g 
action paper Copyflex one-writing systems can be tailored to any syster 
atized paperwork to speed and simplify purchasing, production hipping 
invoicing, accounting, and a host of other operations They can save you 
thousands of dollars, give you tighter control of operation 

Copyflex machines are quiet, clean, odorless. They require 
electrical connection, can be oper ated by anyone. Mail coupon for mo 


} 


information on how ¢ opyflex can help you 





Find how Copytiex can simplity and speed Ouch tap Medel 108 Copyften capies 
the following paperwork: originals Vi inches wide by any length 

Purchase Requisitions Production Orders Invoices Makes vp to 300 copies of different $498°° 

Receiving Reports Shipping Notices Tox Returns etter sized originals per hour 

Bills of Moterio! Accounting Reports Soles Analyses 

Operating Sheets Payroll Records inventory Record 











Chertes Bruning Compeony, inc. 9. 726 
47 Mon @ Ave., Chicage 41, Mlineis 


Gz, \ fo 


Compeny 
Copies anything typed, written, printed, or 
drawn on ordinary translucent paper — in seconds i Street 
Stete 


City County 








Specialists in Copying Since 1897 hos np epaneseneneanenesenanananal 
s 


CHARLES BRUNING COMPANY, INCORPORATED © 4700 MONTROSE AVENUE ¢ CHICAGO 41, ILLINOIS 


THe Ovrice—July, 1955 





INVINCIBLE........-dgss..<3 
MODERNAIRE DE! 


e@eeeeeeoeoeeeeeoeeeeeeeeeeee & tm 


. 
S 


More style, more business-engineered 
features — built-in for the years to come 
Handsome Invincible desks give you greater 
office efficiency —through outstanding “Business 
Engineered” features like adjustable height, non 
glare top, smooth operating drawers on nylon 
glides and super-rigid construction. Available 
in 107 different sizes and models. You can choose 


one that’s perfectly suited to your own require 
ments. See the feature-packed Invincible line at 
your dealer's today. 
INVINCIBLE 
CIBLE METAL FURNITURE COMPANY 
| MANITOWOC, WISCONSIN 


In Caneda: A. 8. Davey Company Limited, Factory Representative, 175 Bedford Road, Toronto 5, Canada 


Set the pace for better business living 








mt F341 Tay TT ___-—4} comes Senne pcemmre ad 


= es = 
iy map ata ~ oo U = oeroerns 


Executive desk Drop shelf typewriter desk 
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MANY AS 500 PERFECT COPIES 


‘ urry, you just can't beat an 
Old Town Spirit Duplicator. It's clean, e e 
foolproof and economical. No costly sten- 
cils or mats, no messy inks or gelatins, no 
cleaning up later. Simply write, type or 


draw on an Old Town master unit and 
place it on the machine. Copy paper 

moistened with a clean, alcohol-type D U P L | C ATO R S 
fluid picks off clear copies faster than one : 
a second. And you get up to six colors W orld’s foremost maker of carbons, ribbor 


a? once! duplicators and duplicating suppli 


Rent your 
OLD TOWN SPIRIT DUPLICATOR Get 


Please send me 
% Rentals as low as $7.50 per month the ncluding rental ¢ 


NAME 


*% Rent one or many machines. details 


we 10-day FREE trial in your own office today sachin 


DORES 
%& Liberal trade-in on your old machine mites 


if you decide to buy. 
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Which File 
of Papers 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 


The unique Accobind transfer 


4il good stationers 


feature enables the bound units to 
be withdrawn from the metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 
supremely fine filing-binding service. 


have Accobind Folders and Acco Fasteners (30 styles) for your every need 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 





THe Orrice—July, 1955 





PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON GRIP-N-PULL R@AV HOI \ Mg Va a 





. Automatic WITH THE ExcLUSIVE ECONOMIZER BOX 
Alignment. ) 


. Automatic 
Rotation of 


sheets for ) >» 
longer wear. 
. 


. Automatic YH, 


Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 
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DO YOU 
DRAW WATER 
THIS WAY? 


0.0 
FASHIONED 


* ) CRANK 
“4 OLD 
Ue. FASHIONED =. 
CRANK 


OR MAKE ICE CREAM > 
THIS WAY? 


Crank turnir g is the outmodec way of draw. 
ing water, making ice crean starting cars, 
placing phone calls etc so why run an 
inefficient, outmoded office. You can do away 
with time-wastir g penc l-eotir g crank type 
per cil sharpe ners by ge ftir g a self starting, 
electric, completely automatic Electro Pointer 
and sharpen pencils the modern way. Saves 
time, saves pencils. See your stationer or 
write Stile-Craft 


COMPLETELY AUTOMATIC! 


BE MODERN e 
WITH THE a 


1825 MACKLINO AVE. ST. LOUIS 10, MO. 
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LOOKING FOR A 
WAY TO CUT 
PRODUCTION 
COSTS? 








wo BLANKETS 


machines 


A 
ROLLERS 
meRCURY-LITE printin’ 


ROLLERS 


P ines 
ting mach 


a 
switch to MERCURY 


ROLLERS and BLANKETS 


The extra mileage you get on these extra durable 
Mercury Rollers and Blankets makes them the 
smartest investment you can make in equipment. 
They're guaranteed to outlast and out-perform any 
accessories you've ever used — because they are built 
of the same materials and by the same methods 

as the rollers and blankets used on the world’s 
largest commercial printing presses. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET ° CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 
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Design and Produce Your Own 
FORMS CHARTS REPORTS 


Rules Lines and ‘Sets’ Type in a Single 


Operation...........for any duplicating process 


The push of a button will automatically MAIL TODAY FOR COMPLETE DETAILS 
rule up a form of any kind—with single ps nna 
or double lines and dot or dash leaders. RALPH C. COXHEAD CORPORATION 
Type matter, too, in various styles and | 720 Frelinghuysen Ave., Newark 5, N.J. | 
sizes can be composed with your rulings, 
too. You can prepare your forms directly 
on a litho-plate or stencil—or plain paper NAME 
for photo-offset paste-up. You can pre- — 

pare elaborate charts and reports with | scores - eae UMP RR sy | 
bold-face types, italics, etc. Combina- 

tions of rules and types are limitless. 1 eg ees sewn 





| Please send VARI-TYPER Book C36 | 
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Inside Tip on why secretaries 


"The Silver Tip keeps my fingers clean and saves time 


There's nothing thot irritates secretaries more than in changing ribbons” 


fingers smudged with ink from changing ribbons 
And when secretaries are unhappy, production 


slows down vel 


Carter's exclusive Silver Tip Clean End keeps 
fingers clean when ribbons are changed. It alsc 
eliminates “washing up” time, and prevents smudgy 
fingerprints on clothing and papers. 


The famous Silver Tip is just one 
of the reasons for using Carter's 
Typewriter Ribbons. The others are 
more uniform ribbon inking, finer 
quality ribbon fabric, longer wear 
and sharper impressions all along 
the way. 


You'll find a Carter Typewriter 
Ribbon for every make machine 
and every taste. You have a choice 
of single and bi-color ribbons in 
Cotton, Silk and Super Nylon. 


Switch to Carter's today, then 
notice the improvement in your cor- 
respondence, and the contentment 
of your secretarial staff 


THE SILVER TIP 


... the secret 
of smudge-free fingers J 


c= 
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like to ure CARTER S ribbons 


The only quality line of ribbons 
with the “clean end” Silver Tip 


You've purchased enough office supplies to know 
that the lowest priced item is not always the 
best buy. 


That holds true in typewriter ribbons, too. A high 
grade, uniformly inked typewriter ribbon, like 
any of these Carter brands, stands up long after 
so-called “economy” ribbons are dry, shredded 
and useless 


And, for letters with that sharp, brilliant executive 
look, for longer wear, for clean easy ribbon 
changing ask for Carter's Typewriter Ribbons 
with the Exclusive Silver Tip 


Be Smarler...Buy Carters 


typewriter ribbons! 


} 


CARTERS 


mS = ye P / 


Call your local Stationer or Office Outfitter 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 
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CAN LIGHTEN: YOUR FIGURING BURDEN 


Win A MARCHANT 4 


PAYROLL or INVENTORY, INVOICING or PAYABLES, whatever your 
figurework, you can do it easier and faster with a MARCHANT Figurematic 


* IT’S EASY TO USE * IT'S EASY TO OWN 

A MARCHANT Figurematic is so Through our “pay-as-it-saves” plan, a 
simple to run, anyone in your office Figurematic can go to work for you 
can use it speedily and efficiently at once on terms to fit your budget. 
*% IT’S EASY ON YOUR TIME 

Call the local MARCHANT MAN 
for a test run on your own work. Your 


its 
MARCH NT business—whatever its size—can turn 
> > a MARCHAN 
AMERICA’S FIRST time into money with a MARCHANT 
Figurematic 


Any way you figure 


Find out how a MARCHANT calculator will help cut your 
figurework costs and lighten your figuring burden. Mail 
this coupon with your business letterhead for free 

Index to Modern Figuring by Marchant Methods 

Descriptive Literature on Marchant Calculators 


MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 9.7! 





New York offices of 
the American Can- 
cer Society are sub- 
divided by the larg- 
est installation 
of Arnot-Jamestown 
Partition-ettes (1000 
running feet),  in- 
stalled by Itkin Bros., 
New York 


Lewis Glaser makes 75,000 quill pens yearly 
on his goose farm near New Haven, Conn. 


L. C. Stowell, president, Underwood Corp., 

presents $1000 check to Fraser Morton, Lehigh 

University sophomore, a top winner in Under- 
wood's portable typewriter contest. 
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Dr. Luther A. Gulick (right), city administra- 
tor, starts a program to microfilm some 32 
million New York City real estate records. 
At left is John K, Boeing, president, Recordak 
Corp., and Lewis Orgel, register of New York 
City. Records now occupying about 44,000 
sq. ft. of floorspace will become film in 35 
file cabinets occupying 140 sq. ft. 

















Prudential uses mov- 

able part'tions for 

this series of man- 

agers’ offices in their 

new South-Central 

Home Office Build- 
ing. 


Prudential's central 
dictating section in 
Florida showing Edi- 
phone recording ma- 
chines in the fore- 
ground and trans- 
scribers at rear. 





Interior of one of 
the manager's of 
fices off the corri- 
dor shown in the 


photo sbove. 








t. 
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Erik A. Ohlsson, president, Facit, Inc., demonstrates an electric ESA-O Facit 10-key calculator 
to high school seniors from Dayton, Ohio, at Sweden House in New York. The students’ trip 
was sponsored by the Dayton Council on World Affairs. 


A No. 3170 Sof'Tone 
acoustical cabinet, 
product of Gates 
Associates. is used 
over an Underwood 
bookkeeping ma- 
chine in the Cleve- 
land office of the 
Upjohn Co. 


A Miniac electronic 
computer, made by 
Marchant Calcula- 
tors, Inc., appeared 
on the Science in 
Action program of 
KRON.TV, San Fran- 
cisco. Everett S. Cal- 
houn, Stanford Re- 
search Institute, is 
explaining Miniac’s 
innards while Dr. 
Earl S. Herald looks 


on. 








Ramona M. McClel- 
lan of the Fire Con- 
trol Branch, Florida 
Forest Service, using 
a Remington Rand 
Model 99 Printing 
Calculator to pre- 
pare semi-annual sta- 
tistical reports of 
the causes, acreage, 
size and county lo- 
cation of forest fires, 


Office installation in 
the American Furni- 
ture Mart, Chicago, 
showing walnut sec- 
retarial desks made 
by Leopold Co., 
Burlington, lowa, and 
leather covered wal- 
nut chairs made by 
W. H. Gunlocke 
Chair Co., Wayland, 
N. Y. 





Fred R. Sullivan 
(center), president, 
Monroe Calculating 
Machine Co., and 
Leoma Naughton ex- 
plain an 1875 calcu- 


lator to Secretary of 
Commerce Sinclair 
Weeks at a Patent 
Office display in the 
Commerce Dept. 
Building in Washing- 


ton last month. 
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In YOUR Office— 


You may not be using LETTEREX, 


but at the rate our sales are going up, 


chances are your competitors 





are using it! Look into 


LETTEREX today. 





The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 
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Poor Lawyer Brown worked day 
and night+ His paper work was 
such a fright. 

“I’ve got to have more time,” 
he cried « TIME-MASTER’s* 
what he finally tried. 





He now saves hours every day « 
Just “thinks aloud” this simple 
way. 

Brown dictates any time he 
needs to—« Most any job TIME- 


MASTER speeds, too. 











Let us show you how the Dicta- 
phone TIME-MASTER Dictating 
Machine and Dictabelt record can 
make your job easier. Call or write 
your local Dictaphone head- 
quarters, Or write Dictaphone, 
Dept.1-75,420 Lexington Ave., 
fe oe A ee 


DICTAPHONE tive-masrer cictanno macuine 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 


balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point is 
simple. Double and triple zero keys, found 
on no other printing calculator, and new 
discount key, add extra speed. Proven in 
7 years of use, the Olivetti has a lower 
cost maintenance contract than any com- 
parable machine.25,000 are in use in the 
U.S.A., sold and serviced by branch of- 


fices and by 450 dealers, in all 48 states. 
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Olivetti Corporation of America 
Dept. FK, 580 Fifth Avenue 
New York 36, N.Y. 


I'd like to know more 
about your Printing Calculator, that 
makes figure-work quick, easy and 
automatic. Without obligating me in 


Gentlemen: 


any way, please let me have this in- 
formation as soon as possible. 


Name. 
Title 
Company 
Street 


City State 














why is FLAGSHIP 


first in every finish... 


and first in quality for every duplice 


The patented FLAGSHIP Line of metallic back 
carbon papers has earned its Number One Rating 
by superior performance. When you offer 
FLAGSHIP your customers get longer wear, 
cleaner copies without feed-roll streaks, and the 
non-slip and ease of handling features that only 
FLAGSHIP provides—all at no extra cost! Ask the 
dealer who has a FLAGSHIP franchise and he'll 
tell you that with patented FLAGSHIP you'll sell 
more carbon easier than you ever have. And re- 


peat orders go to you because your franchise is 
protected. 

But FLAGSHIP is only a part of a broad line 
of fine Allied products—for every duplicating need 
from orange diazo carbons, a complete line of 
spirit products, to fluid-eradicable ribbons. 

The franchise may be open now in your vicinity. 

Write today for more information on how to 
make your carbon and ribbon sales an important 
profit producing source for you 


ALLIED. carson and Rison MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, WN. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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Pres-To-Line 


the only basically NEW 
Copyholder since the age 
of stonewriting! 


1 
| 
| 


THE SIDE READER | BILLBOARD TYPE —+ Zhen Came PRES-TO-LINE 


Mr. Ancient Man's first | Mr. Ancient Man finally got 
“‘copyholder’’ was a rock his copy up in front of him — 
propped under the tablet of | 4 Step in the right direction 
stone to be copied. Reading His copy, however, remained 
from the side, he got the rigid, with no consideration 

pe Pigres | for eye-level, light reflection 
same “‘crick’’ in his neck as ‘ and focal-distance reading 
today’s typists using side- | Even today’s ‘‘Billboard”’ 
reading copyholders. Even | type copyholders, though a 
Mr. Ancient Man thought | ‘‘step in the right direction?’ 
side-reading ‘‘ridiculous"’ remain more or less as rigid 
as the ancient method 


| 
| 
! 
| 





PRES-TO-LINE 
q DESK STABILIZER 


Saves unnecessary fatigue, 





reduces typing errors by 
eliminating wobble and vi- 
bration, prolongs life expec- 
tancy of desk and typewriter 
... has instant fingertip 
release...makes typists 
happier in their work. 
Sturdy, all-metal construc- 
tion . . . smooth streamlined 
finuwh, marproof rubber top 
bumpers and floor base. 
Retails at only $4.95 











...with adjustment up or down 
for eye-level reading, forward 
and back for focal distance, 
tilting adjustment for proper 
light reflection... offering 
roller-type micromatic spacing 
for one, two, three or four 
typewriter spaces, or inter- 
mediate spacing .. . fingertip 
or foot-actuated spacing mech- 
anism...in colors to match 
any typewriter. 
ONLY PRES-TO-LINE has 
these basic improvements that 
minimize error by taking the 
eye-strain and fatigue out of 
typing... justifying PRES- 
TO-LINE to be known as the 
“WORLD'S FINEST COPY HOLDER: 
Write for illustrated 
literature and name 
of local distributor 


Presfo-line 


CORP. OF AMERICA 


2339 Cotner Avenue 
Los Angeles 64, California 
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Swift is the practical adding machine for anybody — 
everywhere. It weighs only 61/2 Ibs. — adds and multiplies 
up to 10,000,000, has visible dials, 

two-color ribbon and large, readable type. 


Swift is a pace-maker and peace-maker 

in office, store, home — anywhere. Speedy — 
saves hours of figuring. Incontestable — 
saves errors, arguments — and money. 


Swift also has a smart zippered carrying 
case. Take it home, in cars, on trains or 
planes. Swift is a traveling office! 


Small retail stores, doctors, lawyers, traveling 
salesmen and housewives find the Swift Adding 
Machine an indispensable and economical aid to daily 
living. You will, too! 


At better Office Machine Dealers everywhere 
or write for information TODAY 


SWIFT BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 
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7 
FINER MATERIALS # BETTER PRODUCTS 


DOMESTIC IMPORTED 





Quality materials and supplies for 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 


Moller rom Corp. 


21 WEST STREET — YORK 6,N. Y..U.S.A 
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emotes When tids evemecne 


49 years of manufacturing “know-how” have made Frankel 





There are a few 
exclusive territories 
still available. 


Manufacturing Company a leader in the stencil industry. 
Today, Klean-Write stencils are the most uniform on the market... 
made in green, blue, yellow and white for all model duplicators. With 


our precision machinery, our trained specialists housed in a modern, For further information 


new, up-to-date plant, we can offer you our absolute guarantee of write to the Frankel 


. ‘ Manufacturi Com- 
complete satisfaction. cunsapianedligmans 


pany, 285 Rio Grande 


Your profits are bound to increase with Frankel products... 
Blvd., Denver, Colo. 


IT’S NO WONDER THE SWING IS TO FRANKEL KLEAN-WRITE STENCILS. 











FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. + DENVER, COLORADO 
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MONROE CALCULATORS 


Rebuilt and Rough 


For the very best in both rebuilt and rough Monroe Calculators, there 
are many advantages in dealing with Calculator Equipment Corpo- 
ration. It is the only outlet directly authorized by Monroe to distribute 
its equipment of this kind in foreign countries. 

Every rebuilt machine offered by Calculator Equipment kas been 
expertly reconditioned by highly trained mechanics with genuine 
factory-made parts, and is in excellent 
operating condition. If you prefer to 
have rough Monroes to finish yourself, 
you can depend on Calculator Equip- 
ment to furnish them complete and of 
finest quality. 


All rebuilt and rough Monroe Calcu- 


lators sold by Calculator Equipment 


Corporation are priced attractively so 
that you can make a fast turnover... 
with good profits. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey, U. S. A. 


Please send information about rebuilt and rough Monroe Calculators, also price list. 


PRTG: dnc cc ncvcnccserncedccicccodesessceoorcscccssccrcsscccvcccocooosvcece covcvcee 


CITY AND COUNTRY 
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STORMS 


KEEPS PACE 
with the.. 


TYPEWRITER 


. with the finest TYPEWRITER CARBONS 
...in many grades and finishes... made of high 
quality, silky-soft paper ...and coated with first 
grade, specially-formulated inks, to insure sharp, 
clean, easily read copies. 


... also First Quality RIBBONS... 


made to withstand the heavy pressures of the 
electric machines. ..and which give sharp, clean 
impressions. 


Keep up-to-date with your customer's requirements 
for Carbons and Ribbons for electric machines. 
5 Ao” ~ Write for complete information. 


a 


_ ~« STORMS 
SERVICE BUREAU 
The Storms Service Bureow is 
ee ee 
sepa ora H.M.STORMS CO 
inked ribbons end corbon ” . ” 
You ore invited te conwh w 
STORMS BUILDING BROOKLYN 38, N.Y 


POO OOOO OSS SOS S2S2S2S288288282828282225 
H. M. STORMS COMPANY 0-74 
Storms Building, Brooklyn 38, N.Y 


Gentlemen: We would like to know more about Cerbons and 
Ribbons for electric machines 


Please send vs complete information 
Please send us a copy of your 1955 Catalog 


Nome 
Company Name 


Address 


‘i City Zone State 
a Leeseseeseeseeeeeeeeeeanaseeaae 


es 


THe Orrice—July, 1955 





PROFIT 
THROUGH 





>» with 


OFFICE ECONOMY 


Security Steel TD 30 Series Line of office furniture offers y 


Steel Dealer—a sound sales approach to your prospects . an approach 
based on sound office economy 


u as a Security 


First, you make it possible for your prospects to realize a savings 
in initial cost while still getting the best in office furniture quality 
appearance and convenience 
Second, you help them to save floor space—as much as 13‘ ! 
For them, this means more efficient use of available s; 


pace, or even a net | 
for less space 

Security TD 30 Series Line is complete from every type of executive and 
typewriter desk to book cases and telephone stand 


As «a Security Deeler YOU 
con profit directly from the 
economy offered by the 
Security TD 30 Series Line 
Write for your full color 
cotelogue which beoutifully 
iMustretes the complete 

TO 30 Line. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, N. J. 
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anew concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register .. . an adding 
machine . . . a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken . . . virtually 
maintenance-free! And note the Regna’s trim, rounded styling: 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon. 


Visible item indication shows clerk square-shaped “sculptured” keys 
and customer individual items, total. are far easier and faster to operate. 
A complete stock of RKegna Electrically and hand oper 


parts is located in service ated models with or without 
centers throughout the U. 8 indication. 


ea 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please send details and prices on the Regna Deluxe Cash Register 
plus information about becoming a Regna dealer. 


IN CANADA: Regna Cash Registers of Canada | 
lAd., 704 Notre Dame St. W., Montreal, Que., 
and Business Equipment Machines, 459-R | 








King St. W., Toronto, Ont 
OUTSIDE CONTINENTAL U.S Jorgen 8 
Lien, Box 507, Bergen, Norway. 
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The problem of Fruehauf Trailer Company branches was to determine @ 
quickly, by model, the location of used trailers in each of 71 branches 
so that requests for models unavailable in one branch could be filled yA 
from another. 


To solve the problem, inventory information is typed by each 
branch on forms pre-printed on Colitho Offset Duplicating ? 
Paper Plates and sent to the home office, where all plates are 
duplicated. The 71 parts are collated and bound -— 4 
into books—one for each branch. e 


Not only are long hours of copying and proof-reading 

of individual reports saved, but also all chances of 

transcription errors are eliminated. Uniform, orig- 

inal looking copies—in perfect registration and 

in any amount desired —are obtained at a saving 7 The “One-Write” 

in production time of 50%. y, oe 

This case history demonstrates the econ- 7 

omy and efficiency that countless busi- oy) 
nesses now enjoy through the use of / 

Colitho Plates. We have a collection . | pang gar ha 

of these factual stories which you F ott tech Hal Road. Gin a 
will find packed with valuable 4 Okay, rush the Colitho Idea Fil 
ideas. Just use the coupon and 

you'll receive your copy of the aoe 
Colitho Idea File promptly. 4 





4 Colitho Division, CoLUMBIA RIBBON 








Company 


@ Address 





City Zone State 
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NE 
Books 


INDEX TO FEDERAL RECORD KEEPING RE. 
QUIREMENTS. National Records Management 
Council, 555 Fifth Ave., New York 17, 32 
pp. $2. 

Almost 1000 different government régu 
lations determine the record keeping 
practices of a wide variety of businesses. 
Here, for the first time, is a complete 
subject listing so that those concerned 
can locate the regulation pertinent to 
their organization. 


INTRODUCTION TO MODERN BUSINESS by Hil- 
ton D. Shepherd, Vernon A. Musselman & 
Eugene H. Hughes. Prentice-Hall, Inc., 70 Fifth 
fve., New York 11, 543 pp., $7.35. 

This college text is entirely revised 
from its first edition to cover the busi 
ness changes which have taken place in 
the past five years. It avoids lengthy 
discussions of economic theories and in 
volved procedures in favor of concise de 
scriptions of realistic situations. Teach 


er’s manual available. 


CASES AND PROBLEMS IN PERSONNE! iND 
INDUSTRIAL RELATIONS by Edgar 6. Wil- 
liams & John F, Mee. Ronald Press Co., 15 
East 26th St., New York 10, 212 pp., $3. 
Designed for use with any standard 

text book on personnel management and 

industrial relations. There are 44 cases 
derived from actual oceurrences and 
which have no single solution, and seven 

Summary case problems, 


LITHOGRAPHER 3 AND 2, NAVY TRAINING 
COURSE. Government Printing Office, Washing- 
ton 25, D.C., 584 pp., $1.75. 

Newly revised, describes processes and 
gives instructions on operation of various 
types of offset equipment. Ask for Cata 
log No. D 208.11:L 71/v.1. 
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big Numbers 


bocst 
efficiency 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli-, 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 


1 ee 


7LS AVENUE BROOKLYN @ 








MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions * 9 AM-5 PM. 


Uses of Electronic Computers 
Mechanization Other Subjects 


H. A. WARNER 
(formerly Technical Director of NOMA) 
Box 19, Route 4 Elkridge 27, Maryland 














it happens all the time! 


Someone with a figuring problem is always borrowing her 
Remington Rand All-Electric Adding Machine .. . and no 
wonder! The simplified 10-key keyboard on this popular 


machine is so easy to operate that everyone can use it— 
and does! All electric action adds, subtracts and multiplies 
with ease and accuracy... gives printed proof on a two- 
color, easy-to-read tape that can be filed for reference. 


Rlemington. Fkand!. 


DIVISION OF SPERRY RAND CORPORATION 
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Billing for Old Glory 


O THE interested visitor, a tour 

through the Annin & Co. salesroom 

is like a tour through the rainbow. 
Every day at Annin is flag day and, 
while flags are often with 
emotion and sentiment, beneath the color 
and tradition there is a constant appli 
cation of sound business policies. In 
fact, this is the basic that has 
made Annin & Co. the largest and oldest 
flagmaking company in the world. 

Annin’s executive offices and sales 
room are located on New York’s Fifth 
Avenue at 16th St., popularly 
known as “Old Glory Corner.” General 
office and manufacturing activities are 
conducted in Verona, N.J. Each year, 
the 250 Annin people manufacture and 
distribute some 5 million flags. Although 
its best seller, of course, is the Stars 
and Stripes, a large portion of the vol 
ume derives from Annin’s 150,000 other 
patterns, which are devoted to the flags 
for some 107 countries throughout the 
world and to the standards, banners, 
pennants, and burgees for an 
enormous number of organizations. Ap 
proximately 9,500 accounts are main- 
tained in the selling of Annin products. 
Of these around 2,000 are continually 
the most active. 

In his office at Verona, Stuart W 
Cook, controller, explained that 


associated 


reason 


more 


ensigns 


trom 


Stuart W. Cook, con- 

troller of Annin & 

Co., in his office at 
Verona, N. J. 
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the beginning of the year until the be- 
ginning of March, billings for Annin 
flags run anywhere between 100-200 in 
“But around the begin 
ning of March,’ Mr. Cook said, “activity 
build up until just before 
Memorial Day, when it reaches the peak 
for the year. At this time our person 
nel often that they feel as 
though anything can happen. This is, 
of course, because Memorial Day, Flag 
Day and the Fourth of July oceur in 
short intervals and prac 
tically every order is a rush for delivery 
before Memorial Day.” During this peak 
period, three Burroughs Billing Ma 
chines are used to handle the volume of 
invoicing work. At during 
the year, two machines or occasionally 


voices per day 


begins to 


comment 


successive, 


other times 
one machine is required 

As an order is received, it first is ap 
proved for sales credit by Mr. Cook. It 
then is forwarded to the order depart- 
ment for billing. Miss Ann Zehner, head 
of the department, dates, numbers, en 
ters the prices and distributes the orders 
for the billers 

“Some flags,” Mr. Cook said, “are sold 


by the gross only; others by the dozen. 


Some, such as flags requiring hand tint 
ing and 


lettering, are priced by single 


units; however, most lines are available 


in optional quantities. Then too, some 
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All amounts and totals are computed and extended automatically. 


orders are billed on net terms, while dis- 


counts apply to others. This appropri- 
ate information must be shown on the 
order before the invoice is made up.” 

In the preparation of bills, the billing 
machine operator first types in the head- 
ing, then indexes the quantity, types a 
description of the flag and posts the 
price. The amounts and totals are com 
puted and extended automatically, as is 
the total of all extensions. Any discount 
posted to the bill also is figured and 
printed automatically, without re- 
handling the gross amount. 

The complete with 


invoice 18 done 


fewer keystrokes than ordinarily would 
be required to type the bill. One key 
stroke prints the date, others print 
whole words or abbreviations, and 
another prints the complete extension 
of price and amount. One stroke also 
prints the underscore, 
alignment is automatic. 

“In terms of speed,” Mr. Cook said, 
“it is difficult to say that an operator 
can complete such-and-such an average 
number of bills per hour. bills 
contain only one or two items; others 
may run Some de 
scriptions four 


and decimal 


Some 


into several pages. 


involve only three or 
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keystrokes; others require a dozen key- 
strokes or two or three lines. The im 
portant feature about speed is that the 
instant the operator posts to the machine 
the results appear in their appropriate 
place on the invoice. Speed is limited 
only to operator proficiency.” 

Eight copies of an invoice are pre 
pared simultaneously. The original is 
sent to the customer. The remaining 
serve as the posting copy, one for ship 
ping, one tor the factory, an auxiliary 
or packing list copy, an assembly copy, 
a copy tor office reference, and another 
for the salesman. 

After an invoice is prepared, the ad 
quantity, description, and price 
are visually checked against the order 
to insure accuracy. The invoice and or 
der are then clipped together, and the 
copies are ready tor distribution. 

Annin is the official flagmaker for 
many organizations, such as the Boy 
Scouts, Girl Seouts, American Legion 
and the V.F.W. Pre-addressed forms 
with special headings are used for these 
organizations, 

In the Annin plant a wooden trough 


dress, 


Ann Zehner (standing), head of Annin’s bill- 

ing department, and Marian Puopolo, opera- 

tor, at one of the Burroughs Billing Machines 
which prepares invoices. 
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is secured beneath each sewing machine. 
The trough keeps flags from reaching to 
the floor—beecause tradition and law re 
quire that no American flag should ever 
touch the ground.” 


Finding Misfiles 


NDER the very best conditions, you 

will misfile one paper out of every 

thousand, according to Reeord Con 
trols, Ine., Chieago and New York filing 
consultants. When misfiled papers have 
to be found, the search usually can be 
shortened if clerks work systematically, 
using a check list of likely places to 
look : 

1. Look in adjacent folders. 

2. Cheek under other 
name beginning with 
Bu. 

b. hor Nance look unde r 
Wance. M, N, U, and W 
alike when handwritten 

4. The paper may be trom Boone Co., 
but try Boane and Beane. 

5. An abbreviation such as St 
may have been filed 
stead of the Sa’s 

6. Cheek 
Kain. 

7. It 
tioned in the request tor material, look 
under each of 

A complete check list would be 
and, to some extent, would 
tailored to fit firm’s 


needs, 


Kor 
4a try Be, Bi, Bo, 


vowels, 


Mance and 
otten look 


Marie 
under the St’s in 


for sound. Caine might be 


more than one name is men 
these names. 
longer 
have to be 
your particular 
The overall average cost of a mistfiled 
paper is $61.23. This figure was arrived 
at by Industrial Psychology, Ine., 
a seven-year study of filing in insuranes 


altter 


companies, banks, savings and loan as 
sales organizations and man 
only 
personnel but 


sociations, 
ufacturers. It 
spent by 
gibles such as cost of customer goodwill. 
Reeords Ine.., that sur 
veys indicate from 1% to 5% ot 
are misfiled and half of those misfiled 
are never found. A rate of 1% 
is considered normal by most organiza 


includes not time 


reeords intan 


Controls, says 


records 


misfile 


tions, 





That’s Not 
What I MEANT! 


HELEN ROUGON 


FUNDAMENTAL management prin 

ciple states that in any undertaking, 

large or small, methods and proce- 
dures should be reduced to writing, then 
read and understood by all parties con- 
cerned, The job description, a statement 
of duties for the guidance of the indi 
vidual employee, tells specifically what he 
is required to do and indicates the pre 
boundaries of his responsibility. 
There is perhaps no stratum of office 
society where these things are so im- 
portant as in the proofreading (often 
called “checking’’) function. This work 
is usually attached to the central tran- 
scribing unit to see that no errors in the 
collective mass of typewritten matter 
letters, reports, memos, minutes, and so 
on—ever “get through” to embarrass 
the company. 

In general, proofreaders as such are 
not engaged by offices in which the 
written matter is likely to be a one-time 
affair—when a top and several 


copy 
carbons will many persons as 


cise 


serve as 


60 


will ever have need of the document. Typ- 
ists check their own, or with each other. 
It is in offices where the same letter 1s 
many clients, where the same 
report is distributed to many field per- 
sonnel, that we need the prootreader. 
The multiple-copy operation 1s accom- 
plished by making a duplicating master 
and then running off as many copies as 
are wanted. When an error 
re-do of the whole process 
Here we find the 
often a woman) and sometimes a trou 


sent to 


oceurs, a 
is cost ly. 


prootreader (most 


bled, frequently baffled, employee, un 
less the principle cited above is observed 


Proofreading in the printing and pub 
lishing industry is one thing, and proot 
reading as it is sure to work out in the 
office is quite another. If an employer 
wants his prootreaders to do precisely 
what proofreaders do in the publishing 
business, he should state so very clearly 
in a job deseription, and be prepared to 
take the consequences! 

Where books, magazines or newspa- 
pers are produced for public consump- 
tion on a large seale, we find a concen 
tration of writing talent at work and the 
proofreader’s function is rigid and 
clear: (1) He is required to follow copy. 
(2) He is allowed to question an obvious 
flaw that appears in the copy because 
all are human and prone to error. The 
proofreader, therefore, serenely makes 
his symbols and indicates his questions, 
if any, aware that the printer will cope 
with the former and that the latter will 
be seen and dealt with by someone hav- 
ing ultimate responsibility for the piece’s 
excellence. 

Let us look at the office proofreader 

and let’s call her a “checker” from 
now on to avoid ambiguity. With no job 
description to live or die by, she may 
plunge into her new job with the no 
tion, “All I have to do is follow copy 
that should be easy enough!” But here 
is the snag. The office writer or author 
is all too frequently an expert on only 
whatever he is writing about—seldom 
is he an expert writer as well. The copy 
leaving the author’s pen is destined to 
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yo a streamlined path directly to the 
duplicating unit, pausing only to be 
typed up fast and “checked”—onece. 
Thus our checker, having compared 
manuscript with typescript and caught 
all (she hopes) typographical, spelling 
and punctuation errors, becomes some- 
what painfully aware that her desk is a 
sort of Last Chance for the document: 
lf she fails to change those other errors, 
the ones involving meaning, syntax, 
tense, double negatives, or whatever 
the ones she is not authorized to change 
under the strict meaning of proofread- 
ing—then nobody will. The errors will 
appear in print, in other companies’ of 
fices, far and wide 

The originator of the material may 
be an upper eschelon staff man, a very 
capable researcher, very weak in sen 
tence structure and, for all she knows, 
very short of temper. To change his copy 
and make it right (even if she can cite 
chapter and verse in her reference books 
to support the change) would be a kind 
ot insubordination. To call and question 
the point would be to challenge a V.L.P., 
clearly a violation of protocol. Yet, to 
wash her hands of it (after all, it’s on 
the copy!) would be an abandonment 
of integrity and treasonable to the com 
pany’s best interests. Many of the er 
rors, without the original to refer to, 
will appear to be her own oversights, not 
the author’s built-in ones. 

What to do? What, indeed, but add 
checker’s neurosis to the list of known 
occupational diseases. Or seek a remedy. 
Thus we return to our original premise, 
that a definitive and workable job de 
sciption is needed. Also needed, that im 
portant statement of method to be writ 
ten down and understood by every per 
son involved. 


Shall the plate or stencil, all ready 
to roll, be returned to the author for 


a final check? The checker makes the 
finished plate mirror the original in 
every particular. Then, if she is still 
haunted by the thought that something 
monstrous is being overlooked, she need 
only indicate the spot by a tactful ques- 
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tion-mark in the margin. This method is 
slow, but it places the baby squarely on 
the doorstep of its tather. 

The only alternative, a faster and bet 
ter system for offices, calls for a far 
broader job deseription. If there is to be 
no return of the typed master to its au- 
thor for a final inspection, the checker 
must, in one reading, telescope with her 
routine duties those of an editor as well 
and try to see objectively how the end 
product is going to look to the ultimate 
consumer, Her job description must then 
embody another cardinal management 
principle: “Whenever responsibility 1s 
assigned, it must be balanced with an 
equal amount of delegated authority.” 
If your firm rejects the straight follow 
copy, professional style prootreader and 
settles instead for the package-deal 
checker who is willing to watch for all 
sorts of errors, then all writers must be 
prepared for the occasional revision of 
their deathless prose, when due reference 
books and consultation with 
other checkers makes such revision pat 
ently advisable. On the other hand, and 
this should be written into the poliey 
statement, the checker must understand 
that she is not to arbitrarily re-write 
anything already acceptable to meaning 
and grammer simple to display her own 
erudition, She must be ready to torego 
a lot of fussy fine points of effete usage, 
bearing in mind that industrial writings 
are not intended to be literature. She 
will leave the author’s work exactly as 
he wrote it whenever he writes it well 
enough in good English with no doubt 
about what he meant to say. 


to source 


There can be cooperation between the 
writers and the checking team in your 
office if, on the one hand, writers are 
zlad to have any mistakes caugut; and on 
the other hand the checkers do a con 
scientious job without becoming drunk 
with power. Conversely, there can be a 
deplorable war of attrition between de 
partments if management takes the at 
titude that everything it says goes, and 
checkers retaliate by letting some fright 
ful fluff “go.” There is nothing more de 
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moralizing in a heterogeneous office than 
intellectual aimed at the 
plain people who do the routine work; 
while nothing can so quickly correct the 
idea that management is a stuffed shirt 
than for management to admit that its 
written English is as subject to correc- 
tion as anyone’s. But it is! 

Let me illustrate this with a handful 
of errors that have come from the desks 
of the mighty: 

“The late chairman of the board will 
be interned Friday at Greenview.” 

“When emotion enters [speaking of 
labor relations| reason exists.” 

“The levels of management may be 
charted like the feet above sea level on a 
topical map.” 

“The incidence of early breakdowns in 
top management great that 
programs ol executive conversation have 
been instituted.” 

. the controller, 
posal income.” 

=» 2 fa te 
tension.” 

“The situation calls for unusual incite 
into motivations.” 


snobbishness 


men 18 SO 


allocating dis- 


matter of records re 


Some of the above represent careless- 
ness or haste, some are simple illiteracy. 
However they occurred and I could no 
more have let them go out under the 
company’s letterhead than I could fly. 
May someone do as much for me when I 
write something that is plainly wrong. 

I seem to have drawn a picture of a 
real scholarly checker valiantly trying 
to stem a running tide of ignorance flow- 
ing from a lot of low-brows the company 
has somehow hired to do its writing! 
Needless to nothing like that 
at all. Actually, the source of written 
material is likely to be college trained, 
very able at assembling, annotating and 
documenting his work, having a genuine 
facility with words in conversation and 
probably in short, routine letters, but 


say, it’s 


likely to bog down under the sustained 
effort of putting into writing a long ex- 
position of a special subject. Again, the 
typical checker is quite possibly only a 
high school graduate with a fairly wide 
frame of reference derived trom experi- 
ence, independent reading and a natural 
affinity for language. She may have some 
college training, but a degree would be 
unlikely sinee it would have qualified 
her for a better job; and undesirable 
since it would tend to make her over- 
pedantic in a situation calling for com- 
mon sense and much tolerance. 

Between these two, management would 
do well to establish a kind of entente 
cordiale. Set up your proofreading unit 
in a quiet spot where a certain detach- 
ment may be achieved. Inform your 
writing people that their work is sub 
ject to minor revisions, or even to re 
turn for the rewriting of passages that 
are too complex. Provide your checkers 
with the best reference books your bud 
get can afford, so they can make nec- 
essary with a confident hand 
and no need to call the attention of the 
writer to every error. Equip them with 
an intercom telephone, so that where a 
technical but ungrammatical phrase is 
involved the stumped checker may call 
and diplomatically ask advice on re 
aligning the words, and not have to de 
pend on the intermediary of a super- 
visor who might say, “Our checkers say 
this sounds all wrong; do you want 
them to change it?” 


changes 


In other words, make your checkers 
understand that they are reading the 
work of qualified, highly competent 
people who are turning it out under 
pressure which inevitably begets the er- 
rors of haste and distraction. Make your 
writing talent learn to respect the think- 
ing and appreciate the help of those who 
take constructive pride in a well pre- 
sented output of reading matter. 





Last month the 


lUmted Press reported that a judgement of $1750 was 


awarded to a female worker in a Memphis, Tenn., office because she injured 


her leg against a desk when she became frightened. The 


office manager where 


she worked had waved a dead mouse at her. 
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MIMEOGRAPH has become an ex 

tra salesman for Holland Chevrolet 

Co., Chevrolet dealer in Monticello, 
Ga. It produces locally-prepared direct 
mail which is proving far more effective 
in bringing in customers than factory 
designed mailing pieces, according to D. 
W. Parrott, assistant sales manager ot 
the firm. The company reported to A. 
B. Diek Co. that it has found three 
ways in which its own mailing pieces 
are superior to factory promotions. 

1. They are timely. Factory 
were not flexible enough to fill immedi- 
ate promotion demands. 

2. They are written for the company’s 
own public, the rural trade in Georgia’s 
Jones and Jasper Counties. 

3. They are less expensive in terms of 
results. 

The firm started preparing its own 
direct mail early this year as a casual 
experiment, Mr. Parrott related. The 
first advertising was produced by Jerry 
Smith, of the MeClure-Baldwin Co., A. 
B. Dick distributor in Macon, Ga., to 
demonstrate the machine. It was mailed 
‘nothing to lose” basis simply to 
see 1f mimeographed sales pieces were 
worth the time it took to prepare them. 

Within five days three trucks were 
sold as a result of the mailing and home 
produced direct 


pieces 


‘ 


on a 


mail advertising has 


Using drawing guides to prepare an attractive 
duplicating stencil. 
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Duplicated Direct 
Mail Outpulls 
Fancy Pieces 


continued to pay off ever since, said Mr. 
Parrott. One big advantage, he ex 
plained, is that the firm can protect 
weak spots as soon as they appear. 

“If our body service business is slow, 
When we 
factory, 
when we 


we promote service at once. 
relied on direct mail from the 
it might advertise new 
needed to push service business inten 


cars 
sively. The mimeograph gives us the 
speed we need,” he continued 

Another advantage is that 
peal can be put in the firm’s direct mail 
advertising. “We approach our prospec 
tive customers in language they 
Mr. Parrott said. “In Monticello, for 
instance, we never lubricate an auto. We 
Finally, the mimeographed 
direet mail, produced at a cost compar 
able to tactory prepared advertising, 
brings better results, 

Holland Chevrolet also has had an op 
portunity to compare results from 
mimeographed direct mail with those 
from local newspaper advertising. <A 
spring car-polishing special, with a pre 
mium offer, was promoted this year by 
direct mail. The response tripled that 
of 1953 when adver 
tising Was 
special. 

Even though the cost is low, the qual 
ity and readability of Holland’s mailing 
excellent, Mr. Parrott de 
clared. He or his secretary 
the pieces with drawings, hand-lettering 
and shading, which they do on a Mimeo 
scope illuminated drawing board, which 
facilitates hand work on stencils. Ma 
terial is produced on an A. B. Dick elec 
tric mimeograph. He schedules mailings 
twice monthly to 3,000 to 5,000 persons 
Copies for such mailings can be pro 
in 20 to 30 


local ap 


9 
use, 


grease i ? 


local newspaper! 


used to promote the same 


pieces are 


Spices up 


duced minutes from one 


stencil. 





Plants’ Paychecks 
Go by Wire 


SYSTEM for the preparation of 
payroll data at the main office and 
the automatic writing of paychecks 
at branch plants has speeded payroll 
operations of International Resistance 
Co. of Philadelphia. The system, which 
makes use of tabulating cards, punched 
tape, Teletype machines and Moore con- 
tinuous interfolded marginal punched 
checks, was designed by Sherman Whet- 
stone, systems department manager of 
the company. 
International 


- 


Resistance Co... or- 
ganized in 1925, is the world’s largest 
manufacturer of electronic — resistors. 
Their wide range of resistors covers all 
fixed and variable composition and wire 
wound types. They also manufacture 
rectifiers, hermetic terminals and 
other allied electronic components. Head 
quarters and main plant are in Phila- 
delphia. They have four branch plants 
and they operate internationally through 
foreign licensees. There are 17 sales of- 
fices in the U.S. 

In the past, payroll checks were made 
up in the main office and mailed to the 


seal 


company’s two branch plants in Ashe- 
ville, N. ©., and Boone, N. C. Payroll 
data was punched on tabulating cards 
and paychecks for each plant were made 
up from these cards. The completed 
checks were signed and mailed to each 
plant for distribution to employees. 
This method of sending negotiable signed 
checks through the mail entailed a risk 
of loss and the possibility of the checks 
getting into improper hands. Any delay 
in mail delivery at the plants prevented 
distributing the checks on time. The 
impending change to incentive pay basis 
would have further slowed the prepara 
tion of the checks in the main office. 

To problems, Mr. 
Whetstone developed the following pro- 
cedure which has proved highly suecess- 
ful with their branch plant payroll op 
erations: 

The same tabulating are used 
for payroll distribution. The cards are 
put into an IBM 063 card-to-tape ma 
chine which punches a 5-channel tape 
of all required payroll data. The tape 
is then fed to a Teletype which has a 
tape punching-reading device attached 
to it. Payroll data is transmitted to the 
branch plant and at the same time the 
Teletype machine in the main _ office 
types out a continuous payroll register 


overcome these 


cards 
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Payroll check used by International Resistance Co. is a Moore continuous form. 
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The receiving Teletype at the branch 
plant automatically types the individual 
payroll checks and check stubs for each 
employee, Checks, specially designed 
and manufactured for use with this sys 
tem by Moore Business Forms, Inc., are 
continuous interfolded and marginally 
punched. A pin feeding device on the 
Teletype advances each check automatic 
ally by means of the marginal punched 
holes on each side. The marginal 
punched strips are then detached, the 
checks signed and separated and then 
distributed to employees. 

Among the advantages the company 
las found with the new system are that 
checks are received at the branch plants 
almost as soon as the tape is ready at 
the main office. It used to take up to 
three days to write and mail the com 
pany payroll checks. Now the payroll 
for both plants is handled in about two 
hours. Teletype transmission has avoided 
the necessity of hiring additional per- 
sonnel to meet schedule requirements. 

Checks are signed in the branch plants 
to prevent the possibility of a signed 
check getting into improper hands or of 
signed checks getting lost in the mail. 
A payroll register is made up auto 
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Payroll data is trans- 
mitted automatically 
by Teletype from the 
main office to the 
two branch plants. 
Machine is reading 
the 5-channel tape 
{at left) and typing 
a payroll register (at 
right) while data is 
simultaneously being 
received by branch 
plant (see below). 


matically during the process of 
mitting the payroll data by 
from the main office. It 
the need for 


trans 
Telety pe 


has eliminated 
payroll depart 
ments in each branch plant. 


separate 


Writing payroll checks at the branch plant is 

done automatically by this Teletype machine 

which receives the information transmitted 

from punched tape in the main office (see 
above}. 





Mechanized 
Mailing Cuts 


SIDNEY SHEPHERD 


NE of the nation’s oldest publishers, 
Popular Science Publishing Co., de 
pends greatly upon the 
service. For almost four decades 
been publishing Popular 
Monthly, the handbook of the 
handyman which was founded in 1872. 


nation’s 
mail 
they 


SCweNCE 


have 


They also serve the nunter, fisherman 
and trapper with their other publication, 
Outdoor Life. 

For all the great adventures 
and outdoors by craftsmen and sports 
readers are reached by Popular 
Science Publishing Co. through the serv 
ices of the mailman. Not only are mort 
than a million copies of both magazines 
carried monthly through class 
mail, but there are hundreds of thou 
sands of other pieces of company me 
tered mail. The firm has mechanized 
and modernized its mailing department 
which does individual jobs ranging from 
3,000 to 100,000 pieces ot mail for its 
magazines, books, and subscription and 
promotion campaigns. This department 
is the heart of a compact yet diversified 
series of operations which encompass all 
aspects of preparing mail—from print 
shop through mailroom. 


indoors 


men, 


second 


Large lots of paper, received directly 
from the mill, are cut into leaflet, letter 
and standard sizes by a heavy Diamond 
paper cutter. Two arms’ lengths away 
this paper is fed into machines such as 
Multilith, a Webendorfer and a David 
son offset, or one of three Multigraphs. 
Out of these machines comes a stream of 


folders, flyers, letters, leaflets, return 


Envelope and en- 

closures for a typical 

Popular Science mail- 

ing. All are inserted 

automatically by ma- 
chine. 


July, 


THe Orrict 





One of the Inserting 
and Mailing Ma- 
chines used by Popu- 
lar Science Publish- 
ing Co., New York. 


and other matter which 
eventually will find its way into the U.S. 
Mail. 

After the paper has been eut and 
printed into finished forms, it is folded 
by one of two machines which can 
straight fold about 10,000 to 12,000 
sheets, or cross fold about 20,000 sheets 
hourly. Meanwhile, as activity is being 
carried on simultaneously in the cutting, 
printing, and folding areas, there’s yet 
another world of work being done in the 
addressing room. Here is an up-to-date 
installation of equipment comprising five 
Teletypes, which punch — subscribers’ 
and addresses into perforated 
These paper strips are fed into 
one of six automatic Graphotypes which 
emboss metal address stencils with sub 
scribers’ names and addresses plus other 
pertinent circulation data. Three man- 
ual machines perform similar work, 
without the use of tapes. Once the sten- 
cils have been prepared, they are fed 
into one of six Addressograph Speed 
aumats—four Model 2600’s which ad 


post cards, 


names 
tapes. 


dress about 5,000 letters and envelopes 
hourly, and two Model 4100’s which ad 
dress from 10,000 to 12,000 hourly. 

In a sense, operations in the stencil 
room parallel those of a sub-assembly 


line in a factory. Envelopes and selt- 
addressed forms (for window envelopes ) 


are prepared in the stencil room while 
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elsewhere paper 1s being printed for en 
velope inserts, and actual mailing op 
erations are being completed, 

Publishing Co. use 
Mailing Machines, 
made by Inserting & Mailing Machine 
Co., Phillipsburg, N. J., which provide 
the tast, steel 
fingers and arms that handle about 40, 
000 
tion mail during 
day. These are 
run by 
One machine, purchased on 
1949, proved so 
mented by a 


Popular SCclenes 


two Inserting and 


mechanical, automatic 
and 
each 6%5-hour 
Model 12A units 
two operators and one helper 
April 19, 
valuable it was aug 
unit on May 1, 
1952. Only lack of space in their print 


pieces ol promotion subserip 
work 


two 


> | ond 


shop mailroom area keeps the com pans 
from adding a third machine 

Both Inserting and Mailing 
perform the work of a 


line. Each is a six 


Mac hine 
final as 
station 


sembly 
which 
three to six of these sta 


unit 
utilizes trom 
tions to handle as many printed inserts 
as are required for an individual mail 
ing. A typical five-part 
prises: (1) announcement of 
in magazine price, yet offering a last 
renew subscription at old 
(2) business reply ecard; (3) busi 


mailing com 


increases 


chance to 
rates; 
ness reply envelope for subseription re 
who preter payment 
rather than being billed after merely re 
turning the card; (4) letter: 


newers sending 


COVeTING 
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») postage 


which the 


prepaid into 
foregoing four enclosures will 
be inserted mechanically 

ly sone 


envelope, 


have 
with 

and return address; 
Pitne y 


us d to 


instances, envelopes 
pre prints d, 


name 


meter indicia along 
the company 
in other cases, a sowes postage 
¢ machine 1s imprint re- 
quired postage or, if desired, the Insert- 


; 


ing and Mailing Machine can imprint an 


meter 


indicia to cover requirements. 

Were it not for their .two Inserting 
and Mailing expensive 
bottleneck could impede Popular Science 
Publishing Company’s flow of printed 
forms, envelopes and inserts which easily 
might develop uncontrollable 
flood. Hl. H. Essel, who is in charge ol 
these mailing operations, states that both 


“machines 


postage 


Maehines, an 


into an 


wert hHpoucht specifically to 


which would 
¢ been impossible to prepare by hand 


small 


handle nereased volume 


Space at our dis- 


All told, the company feels that thes 
machines have saved about 50% in cost 
when operation costs are compared with 
rates charged by outside lettershops 
Moreover, Popular Science 


can control 


the ebb and flow of all the printing and 
mailing operations carried under its own 
root. Still, a* sufficiently large share ot 
this work is handled by outside letter- 
SHOps 

Onee the envelopes and inserts 
mated and wedded by the 
ing and Mailing Machines, the 
stacked envelopes aré 


mailroom where they are 


have 
Insert 
neat ly 


peen 


Drought to the 

sorted accord 
ing to geographical areas or other 
run through the 
if not already covered by 
or printed indicia, 
tying machines, and 
to the 


cate 


rories, postage mete! 
mall 
Bunn 


carted fT 


metered 
tied DY 
finally 


bLhen 


post ollice where the mailman is 


the middleman between the 
producers and the 


pective 


magazines’ 


present and pros 


readers, 


NOMA Conference 


Held in Toronto 


J. C. HODGES 
NOMA President 


ORE than 1700 members from all 
parts ol the U.S. and Canada 
registered for the annual conter- 

ence of National Office Management 

Assn. which held May 22-26 in 

Toronto. This was the first NOMA Of 


fice Equipment and Machinery 


was 


Expos 
tion to be held in Canada and displays 
occupied 19,000 sq. ft. in the Mutual 
Arena. were 
structed to expand the 

J. C, Hodges of 
third 
president ot 


Special balconies con 
exhibit space 
Montreal became the 
elected 


bureau 


Canadian executive to be 
NOMA. Mr 
manager otf the and 


sugvestion 
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FLOYD GUILLOT 
Ist Vice President 


general secretary, 
ments, for Canadian National Railways, 
and succeeds Ralph G. Sinn of Detroit 
who was elected a national director. 
Floyd Guillot, treasurer, Industrial 
Finance & Thrift Corp., New Orleans, 
elected Ist president. F’. 
Macllroy, western division manager 


cooperative move 


was Vice 
SoundSeriber Corp., San I ranciseo, was 
Vice 
Elected to two year 


elected a president tor a one-year 
term, 
presidents were R. F. 


wester! 


terms as vice 
Py InZ, 
| ome 


director ot 
Pru 
dential Insurance Company of America, 
Angeles, and F. A. Schultz, 


personnel, othee of 


Los 


pe r- 
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Some 
Like 


Burroughs 


TEN KEY 


Some 
Like 


Burroughs 


DIRECTOR 


Full Keyboard 


So why net 


TRY BOTH 


im your office? 


When you think about adding machines, think first 
about Burroughs—the oldest name in the business. 


Our local dealer or branch is listed in the Yellow Pages. Burroughs Corporation, Detroit 32 





sonnel director, Unity Life & Accident 
Insurance Assn., Syracuse, N. Y. Di 
rectors elected at the 
were: Rk. B. Hodges, 


Toronto meeting 
production plan 
manager, Dennison Mfg 
Co., Framingham, Mass.; Walter Cam 
president, Walter Cam 
enisch, Inc., Philadelphia; Powell 
Thomas, vice president and secretary, 
Montgomery & Crawford Co., Spartan 
burg, 8. C.; J. H. manager, 
inventory administration, Canadian 
Westinghouse Co., Ltd., Hamilton, Ont.; 
Kk. L. Hamilton, office manager, Armco 


ning division 


enisch, Sr., 


Jackson, 


NOMA officers and directors. Front row: F. A, Schultz, A. B. Porter; Floyd Guillot, 

president; J. C. Hodges, president; F. G. Macllroy, R. F. Prinz, H. |. Seeley. Middle row: 

Walter Camenisch Sr., D. B. Southern, William Aitken, Emma C, Lee, R. G. Sinn, F. G. Rodgers, 

W. H. Evans, executive vice president. Rear row: Powell Thomas, R. B. Hodges, J. H. Jackson, 
G. S. Mayo, L. M. Collins, T. H. Gloyer. 


70 


A view of some of 
the exhibits at the 
annual NOMA con- 
ference in Toronto. 


Steel Middletown, Ohio; KF. G. 
Rodgers, assistant vice president, Trust 
Athens, Ga.; J. C. 
Staechle, director of industrial relations, 
Aldens, Chieago; L. M. Collins, 
educational consultant, International 
Business Machines Corp., Dallas; D. Bb. 
Southern, personnel director, Employ 
ers Mutual Casualty Des Moines; 
T. H. Gloyer, secretary, Blake, Moffitt 
& Towne, Seattle; E. C. Lee, district of 
fice manager, Industrial Products Divi- 
sion, Johns-Manville Sales Corp., San 


Francisco. 


Corp ° 


(‘'o. otf Georgia, 


Ine., 


Ist vice 
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A, Sy tet eld NEVER, 


“Offsetting” (ink from a freshly 
printed sheet smearing onto the 
back of the next sheet) is generally 
caused by two things 
1. Improper inking conditions 
2. Improperly sized paper 
Both can be corrected. And all you 
have to do to prove that properly 
sized paper can make a whale of a 
difference is to try Eastern. 
Eastern Papers are made by a 
modern method of continuous sizing. 
This means every sheet has just the 
right amount of sizing to “‘drink in” 
just the right amount of ink. 


ATLANTIC BOND Puiness PAPER 


MADE BY EASTERN 
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Howe [WO SIDES... 


i 


With the right ink and an Eastern 
Paper, engineered for your machine, 
every copy of every run will be clear, 
clean .. . and a showpiece of office 
duplication. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond and 
Atlantic Duplicator all with a 
wide variety of attention compel- 
ling colors and Atlantic Opaque 
in brilliant white. 

Write or phone for sample pack 
ets or sheets for your mimeograph 
and other office duplicating equip 
ment. 


fasteen 


CORPORATION + BANGOR, MAINE 





NOMA SCHULHOF AWARD FOR 1955 


Begin with a Big 
Electronic Computer 


RODDY F. OSBORN 
Consultant-Budgets, Controller's Staff, 
Accounting Services Div., General Electric Co., 

Schenectady, N. Y. 





lper 


LECTRONICS 


interest, but considerable contusio! 


taces the executive who wants to de 


the feasibility and practicabil 


utilizing computer equipment. We 


chose to attack the problem with a 


open mind, proving eac! step in a ma 


ter plan as we progressed The most 

common fallacious rumors being cireu 

lated today which discourage business 

executives are: such intang! St mo! prompt 


+ 4 r 


“You have to operate a computer <4 porting 


agement 
hours a day in order to show savings. lake more intormed IS1IONS quicker, 
“Tigh operating costs of computers reduced investment in inventory, ete. 


make business us¢ prohibitive.” Had these tactors heen included, a 
“Only large organizations can afford break-even point cou! reached with 


computers.” lewer applications and less compute 
“Industry surveys indicate that com time 

puters are not practica In business ap We believe hat electronic computers 

plications.” an be operated by comparatively small 
In due time, we tound each of the industrial organizations We figured 

iat ours would pay its way in our 


above to be false In tact they showed i! 
up as out and-out misconceptions. initial applications when we have only 


Our investigations have shown that a 0,000 employees in our five operating 


high speed digital computer can be op departments at Louisville and used the 
erated on even less than a single shift computer about ten hours a week. Sine 


basis and still return substantial net sav computers can be operated continuously 


ings to the users. A computer does not seven days per week our initial applica 


have to be kept DUSY 24 hours a day tions could be inereased a dozen told. 
any more than any other equipment has These increased applications would sub 
to be used full time We don’t refuse stantially reduce the employment level 
to purchase an automobile for personal at which break-even would be reached. 
use simply because it is operated onl although not necessarily 


? or 3 hours a day driving to and fron twelve mes 


work and stands idle 90 he time. We believe that withi 
It is not the number ot hours of us tain organizations wit 
hat is important, it 1 ne Cash Savings employees will be able 


in measurable dollar recta uel a computer 
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time in the not too distant future, we 


expect to use a large scale computer et- 
fectively in each of the five 
departments at 


decentralized 
Louisville. 

lo a large extent busine manage 
the belief that 


punched eards re present the ultimate in 


ment self-confident in 


Recent studies by 


consulting firms, 


office mechanization. 


independent however, 
indicate that certain highly mechanized 


punched ecard Sy stems can be conve rted 
to tape processing systems at 
Punched 


continue to be a 


very sub 
stantial eards un 


doubtedly 


Savings. 

will 
vital element in office mechanization, but 
their role will probably be limited to in 


put and output media tor 


very 


tape process 
ing systems. To be smugly content that 
a highly mechanized punched ecard sys 
tem 1s the best that can 
achieved is perhaps courting disaster. 

Initially, the computer at 
was to be utilized for the 


possibly be 


Louisvill 
routine tasks 
of handling payroll, material scheduling 
and inventory control, order service and 
billing, and general and cost accounting. 
There is nothing new in 
terial that is fed into the Univae; 
the difference lies in the fact that it 1s 
handled in a fraction of the time with 
a minimum of human labor. 

In our initial program we 
ally included applications appealing to 
all functions: 


the basic ma 


intention 


lor financial we offered a payroll sys 
and general and 
kor marketing, an order 
billing system. 
For 
the material 


tem, cost accounting 


service and 


conversion of 
inventory 


manufacturing, a 
scheduling and 
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eontrol procedures. 
kor engineering, the plans were not 
had 


solve 


so definite since most computers 
already been used extensively Lo 
engineering problems 

With this program we olfered a ser 


we and the 


opportunity Tor improved 
board. We con 
ducted several seminars to acquaint man 
further with the equipment, 
both as to the way it operates and as to 


operations across the 
agement 


its potential uses. 

To explain how electronic computers 
could effect savings by replacing clerical 
workers or 
ditional clerical help, we 


preventing the hiring of ad 
presented the 
following concepts: 

l. Tape 
matically 
lies the 


Ings. 


auto 
Her ll 


for personnel sav 


equipment provides 

sequenced operations. 
opportunity 
Tabulating equipment pertorms 
limited operations on each machine and 
result when 


transport 


desire d 
crews to 


accomplishes the 
manned by eards 
machine. Not so for 
Once all 
heen enumerated and programmed, the 
computer can follow them automatically 
and rapidly without human intervention 
This permits the 
struction 


trom machine to 


tape computers, steps have 


inclusion on the in 
tape of all of 
to perform the work at 


=. Exceptions ean be 


steps required 
hand 
routinized. Ne 
to have them seg 
With 
properly coded instruction tape, a com 
puter can handle all operations, includ 
ing routinized exceptions. 

}. The speed of computing is perhap 
of tertiary importance onl) 


longer 1s it necessary 


regated to be processed manually 


Speed ol 





with the ability 
to routinize exceptions and pertorm s¢ 


computations, coupled 


quential operations, 
mechanization of new areas, utilizing ad 
vaneed statistical methods, techniques of 
linear programming and operations ré 
search. 

We asked all 


review 


and super 
their re 


search tor ac 


managers 
visors to the areas ol 
spective operations and 
tivities in which high speed data process 


ing could be helpful. We suggested that 


they report all possible applications for 


consideration until proved impracticable 
master designed to 


solve department problems by (a) mini 


Qur plan was 


mizing the problem ol communication 
among all functions of a department and 
among departments of the division, (b) 
maximum use of common 
data, and (¢) mini 
mizing the number and complexity of 
reports. It four initial 


prosaic applications already mentioned, 


permitting 
mput and output 
coordinated the 


certain sequential applications that our 
experience 
(budgeting, 


indicated as the logical next 
line bal 
machine loading, production con 


assembly 


stage 
anecing, 
trol, and sales analyses and forecasting), 
and the further, long-run applications 
which we asked the managers and super 
visors to search for and report to us. 


makes possible the 


Qur four initial applications represent 
essentially a conversion OL present pro 
cedures to the computer system. Certaim 
improvements are being imeorporated 
into the system, but the input and out 
put are basically unchanged 

l. The provides 
for computing incentive pay, gross pay, 
deductions, and net pay for approxi 
mately 12,000 employees, and preparing 
the distribution to appropriate cost ac 


payroll application 


eounts. These operations require about 


two hours of per week, 
Results are written on magnetic tape to 
permit the printing of pay checks, pay 
roll registers, personnel reports, and cost 


computer time 


accounting entries which are handled on 
the high speed printer in less than four 
hours weekly. 

2. Material 
control involve the “explosion” of a pro 
schedule into detailed material 
requirements by days and weeks for any 
gviven period. Inventory 
maintained by posting receipts and with 
drawals daily. 
are recorded and adjusted daily. 


scheduling and inventory 
duction 


balances are 


Open orders on vendors 
Pro 


posals to change production schedules 


can be analyzed to determine the extent 
to which they can be satisfied by present 
inventories and inventory commitments. 


3 The order SET UVIiCE and hillina appli 


Supervisory control panel of a Remington Rand Univac. 





cation orders received from 
distributors to prepare shipping sched 
ules, combines less than carload orders 
on single departments into consolidated 
car shipments, and 
and 


processes 


prepares invoices, 


sales cost of sales 
tries. 

4. The general cost accounting 
application uses the output from the 
other three: cost distribution, sales and 
entries, input to 
be combined with other accounting en 
tries to produce the general and special 
ledgers, reports, and 
profit and loss statements. 

The computer can be used to make 


accounting en 


and 


cost of sales ete., as 


balance sheets, 


prevaluations of management proposals. 
Atter management decision, 
plans can be expanded into the actual 
paperwork required to run the factory, 
order material, schedule load 
ing, ete.; comparing actual production 
with revised plans; making revisions as 
required. 

Using common 


selected 


machine 


data, the in 
tegrated system permits a feed-back of 
current information into the revised 
plans under consideration. In a budget 
application, last week’s information on 
labor variances and material var 
ances can be used to project the financial 


source 


cr st 


consequences of management proposals; 
integrated budgeting for the future. For 
the first time, an opportunity to start 
accounting for the future! We hope to 
be able to plan “tomorrow’s action today 
using yesterday’s data. 

Coupled with the production control 
and inventory control applications—dis 


closing the factory effect and inventory 


this should 
give management the opportunity to ad 
just and coordinate selling effort and 
factory effort for maximum effectiveness. 
Properly handled it should help us to 
make the right appliance and deliver 
w to the right place at the right time. 
The possibilities for improving oper 
ating results stagger the imagination. 
Originally all of our work had been 
devoted to the programming of the in- 
itial and sequential projects. As 
neared completion, efforts were devoted 


consequences of prope sals 


these 
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to the hundred odd additional applica 
tions suggested by our division person 
nel. These include: 

lL. Other aspects ol 
trol including the optimum scheduling 
of materials, utilization and 
labor loading 

2. More complete 
forecasting which will correlate existing 
but inadequately used data such as new 
family tormations; 
and the level of employment; our models 
and prices compared with our competi 
tors’ models and prices; and the avail 
ability of electricity in new areas and 
the number of new 
electricity. 


3. The design of improved methods ol 


produ tion con- 
machine 


long rainigde sales 


disposable LnCcoOTnE 


homes wired tor 


forecasting trends in: (a) the market 
place; (b) the labor market; (¢) the 
supply of materials and tools; (d) the 
economies of the country as a whole, ete. 

4. The design of procedures for deci 
under 
mizing present risks and permitting fu 
ture ventures on a calculated risk basis. 

5. The 


of systems for flow of management in 


sion making uncertainty; mini 


design of an implementation 


formation, ineluding the perception, 
communication, analysis and 
tion of pertinent data for decision mak 
ing; a sifting of the facts of the busi 
ness segregating the important from the 
pro 
with pre 


prese nta 


unimportant, the unique from the 
saic; automatic 
established 


are adjusted as changing conditions re 


COMParisons 


standards and ratios which 
quire. 
6. The 


cisions into optymal action programs 


translation of management de 
7. The measurement of actual perfor 
mance against prescribed standards. 
With these concepts of the computer 
as a management tool the revolutionary 
aspects become apparent. Management 
by exception becomes practicable. Ac 
counting emphasis is transferred from 
historical reporting to accounting for 
the future. first 
time is able to use all the productive ta 


Management for the 


cilities placed at its disposal at max) 


mum effectiveness. 


One of the most important concept 
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SINGLEX 
Cason 


Just one out of 
more than 3,000 


EBERHARD FABER 


products people 


f/ 


Eberhard Faber’s Singlex 
Typewriter Eraser looks like 
a pencil... sharpens like a 
pencil! Always has a sharp 
point for clean, single-letter 
erasures. In brilliant metallic 
green polish, with or with- 
out modern nylon brush. 
SINGLEX is only one of 
many reasons why more 
people buy Eberhard Faber 
erasers than any others made. 
Trademarks Reg U S. Pat. Off 





Since 1849 


EBERUARD 
PABER “22> 


NEW YORK «+ TORONTO 


| in computer philosophy is the limited 

| perimeter approach. Get down to brass 
tacks by concentrating first on the small 
est possible areas in which savings can 
be equated to computer systems cost. 
Select those areas having large amounts 
of clerical and routine effort and tabu 
lating equipment rentals. This limiting 
of the initial applications will permit 
completion of a survey and a decision 
on the possible installation of the com 
puter within a reasonably short period 
of time. Perhaps more important, the 
results are more comprehe nsible to profit 
Conscious management who might he 
totally uninitiated and uninformed in 
electronic computer systems. 

The benefits of an initial limited 
perimeter computer! installation can be 
best pre-determined by conducting a 
comparative study of existing operating 
procedures and computer processing ol 
the same applications. Evaluate pos 
sible savings in terms of: salaries, fringe 
benefits of clerical workers to be dis 
placed, and the related costs, if recove1 
able, of occupancy and furniture and 
equipment depreciation costs. 

Obtain valid figures on the cost of 
rental or purchases of computer equip 
ment. SInelude in the survey report suf 
ficient initial application areas to reach 
a break-even point; enough to convinec 
management that a computer system can 
pay for itself in terms of direct dollar 
savings (people off the payroll). 

The details of conducting the eco 
nomie survey are too voluminous to be 
included here but consist principally of : 

1. Determining the routine clerical 
work and tabulating rentals in selected 
areas. 


2. Determining which of these opera 


tions can be performed by the computer. 
) 


3. Determining the equipment require 
ments and cost. 


4. Planning the proposed computer 
runs. 
5. Evaluating savings and operating 
Costs. 

Our philosophy regarding electronic 
equipment may, at first glance, seem im 
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You are looking at 14 gold-plated garbage cans 


he 
“Wee 
_ se 


Special orders for the Texas-oilman 
trade? Guess again. 

Fact is, each is priced below competi- 
tion. The factory’s turning out thou- 
sands this month, for a new customer. 

Unfortunately, the gold-plating 
doesn’t show up on the product. Or any- 
where else. It’s concealed in a cloud of 
figures covering a month’s operations 
for the whole factory. Weeks from to- 
day, somebody’! discover that the com- 
pany lost money on the order... maybe 
how much money. But the damage is 
done now. 

This story could have had a happy 
ending with Keysort punched-card 
accounting. Keysort job-costing cards 
could have computed a correct, profit- 


cBEE © 








‘ , ~ 
. ; 


Se me 


i 


included selling price on the order. The 
same cards would have shown the plant 
manager how running at 
each step in manufacture. He’d have 
spotted any impending loss on time... 
and used his know-how to turn it into 
a profit. 

A McBee Keysort ir 


give you comprehensive, 











costs were 


tallation can 
accurate re- 
ports on every phase of factory opera 
tion, and give them to you fast. On your 
desk monthly, weekly, daily as your 
needs require. Whether you run an in- 
dustrial giant or a 100-man 

plant. At remarkably low cost. 


branch 


The McBee man near you can show 
vou how it’s done. /t will take him one 
hour, 


from start to finish. Or write u 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * 


Division of Royal McBee Corporation 


Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


mitmnanert eTANNne 


44a668 








The ‘'DIRECTOR" File No. 1473 953.95 


The "'EXECUTIVE"’ File $59.95 
A « / prote 


No. 1478 


A y ted | 
prote r A 

A two 
tw 


} key for 3x5 or 4xé ; 6400 


Specifications: 30'/2°' wide, 37'/2'' high, 17'' deep. In olive green or Cole gray finish. 











The “MERCHANT” File 
"No. 1370 549.95 


Jrawer 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A 


COLE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 





COLE’S “ALL PURPOSE” STANDS 


ew 


No. 757 $8.95 


Same f 


ate fatigue and 


“SECRETARY” CHAIR 


wit 


A 
Ww 


Apr 








Cole's 
“Heavyweight 
Stand 


'Non-Skid" Top , j Spring actio 


button contre 


n 


drop leave: 


Lever controls 
retractable 
casters 


$34.50 q! No. 777 $34.50 


} 
Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A 


re) 3 STEEL EQUIPMENT COMPANY 
. 285 Madison Avenue, New York 17, N 





The 4-way 
calculating 
champion 
beats your 
competitors! 


Ten and out! Winner and still champion 
— the Facit ESA-O! Yes, the world-famous 
Facit 10-key system — so simple that your 
ffice-boy can be a calculating expert with- 
in fifteen minutes — is unbeatable when 
figuring out the answers you want during 
a long-distance call or an important con- 
ference. It’s the world’s smallest fully auto- 
matic calculator and takes no more Space 


than a telephone on your elegant desk. 


oe 


Everybody likes the Facit ESA-O because 
of its fashionable design and outstanding 
quality. Thousands of Facit calculators have 
been used day after day for twenty years 
— and more! — and they are still helping 
their owners to a better office efficiency, 
saving lots of money all the time! Why 
don’t you ask for our illustrated brochure 
FB 24 and find out what Facit can do in 
your case? 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 


114 Sansome St., San Francisco 4, Calif. 
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practical. We decided to start at the 
top of available computer equipment, 
capacity-wise and price-wise, and then, 
if this could not be economically justi 
fied, to work down. We chose to look 
first for the most versatile data process 
ing system, not just the cheapest com 
puter which could handle the initial ap 
plications. By acquiring the most ver 
satile computer system economically jus 
tifiable, growth possibilities of 
applications are unlimited. 

We restricted our review to complete 


future 


systems—not just a computer alone 
insisting on a high speed general pur 
pose alphanumeric (capable of process 
ing figures, alphabetic letters and other 
symbols) tape computer but only when 
available as a part of a system which 
included adequate input and output de- 
vices all available (or soon to be avail 
able) from one company. We needed 
a complete system, guaranteed to oper 
ate aS a system. 

At the time of our review and deci 
sion in the summer of 1953, we limited 
our review to the Univae system avail 
able through Remington Rand and to 
one other system from a different but 
equally reputable manufacturer. At that 
time six Univae computers had been 
in government service, the earliest since 
1951, while the other system was not yet 
available. 

The four initial applications were 
planned and flow charted. Operating 
times were calculated for computer, in 
put and output devices, both for normal 
operations and critical occasions when 
deadlines for daily, weekly, monthly and 
quarterly operations all fell on the same 
day. We limited consideration and eval 
uation to hardware currently on the mar 
ket and eliminated that still on the draw 
ing boards. 

Don’t wait for next years’ model when 
savings and experience can be gained 
by utilizing what is presently available. 
By using the best that is available to 
day great benefits can be obtained and, 
when technological improvements war 
rant, the earlier model can be replaced. 
It is possible to rent computer equip 
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Write for 


Puce SAMPLE OF 





* 
‘ 
adky- Yonge 
enor meee SN 

SELLS FOR Vert, —_— 
¢ NS >. 
70 ~ a. e. 
Finger-tip Moistener 


réud CATALOG 
of OFFICE AIDS: 
Evans GATHERING RACKS 


for sorting, collating and other office 
use. 


Evans WALL RACKS 


put otherwise wasted wall space to 
work. Racks hold papers, catalogs, etc 
within easy reach of all. 


Evans Finger Tip DESK FILE 


is the one desk file that has everything 
Should be on every busy desk. 


Evans DESK DISTRIBUTOR 


is an upright aluminum rack, with di- 
viders at 45° angle to be spaced as 
desired. 


PEERLESS ASH TRAYS 


Stainless steel. Cigarettes cannot fall 
off and burn furniture. Other exclusive 
features. 


* TACKY-FINGER 


is an amazing new product—superior to 
wet sponges, etc. Stainless, odorless, 
greaseless—eliminates paper fumbling. 











Wrele! (NANS SPECIALTY CO., INC. 
1803 E. Grace St., Richmond 23, Va. 





ROYA! 






new carbon-ribbont 


Royal Typewriter Co., Division of Royal McBee ¢ vrporatior world’s largest manufacturer of typewrwter 
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that “printed look’ 


with this special typewriter 
... only *23°° down 


The secret of the new Carbon- 
Ribbon Royal Standard lies in the 
ribbon. 

The conventional typewriter rib- 
bon is made of silk or cotton. The 
clarity of each letter depends to a 
large extent on the evenness with 
which the operator hits each key. 

But the 
Royal Standard Typewriter is dif- 


new Carbon-Ribbon 


ferent. 


The ribbon is virtually a strip of 


the finest carbon paper, so manu- 
factured that it is not fragile. This 


paper is cut into typewriter-ribbon 
width and wound on a spool. 
The 


through carbon paper. Each letter 


operator actually types 


comes out black, clear-cut and 
even. You get the finest duplicating 
imaginable—and as for “‘fill-ins,”’ 
the receiver can scarcely tell he is 
not getting a personal letter. A va 
riety of distinctive type faces is 
available. 

This precision-built writing ma 
chine is in the tradition of rugged- 


ness which is Royal. 


Ask your Royal Representative to bring one to your office 


and show you on the spot how wonderful the new Carbon- 


Ribbon Royal actually is. 





QYAL standard 


the double-duty office typewriter 


standard « electric e portable « Roytype™” busines 


THe Orrice—July, 1955 


supplu , 





Here’s how you can be 


sure of getting the exact 





business form you need: 


FOR AN UNBIASED RECOMMENDATION, 
BUY FROM A FIRM WITH A COMPLETE LINE! 


{CONTINUOUS 
\ FORM ' , . 
=, omnes M ANY, many forms are needed in modern busi- 


ness. But for every situation there is only one right 
type of form to use. You can be sure of getting this 
HANDYSET _tierdwe~sbeahens eT 
ONE.TimMe one exact form you need by buying from a firm (1) 
CARBON that offers a complete line and (2) whose salesmen 


FORMS are skilled in form-design. 


That’s why it will pay you to contact Baltimore 
Business Forms. Our salesmen know forms—they’ ve 
designed them for leading business houses through- 
out the country. Their experience, combined with 
our complete line, is your guarantee of the precise 
form you need for your specific problem. Write us 
today, requesting samples; there’s no obligation, of 


course. 


MULTIPLE COPY 
BOOKS 


NCR FORMS 
(no carbon required) AND FORMS 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 


3144 Frederick Avenye, Baltimore 29, Md. 
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ment (and even rent with an option to 
buy) leaving a path open for a change 
to better equipment should it later be- 
come available. 

Since our initial applications required 
only ten hours per week (20 hours pe 
week at full employment when the Louis 
ville plant is completed in 1956), and 
since reports trom other users indicated 
that their Univae had been operable 
more than 100 hours per week, we felt 
sufficiently protected to undertake day 
to-day operations. Since all Univaes 
are identical, we had the possibility of 
pertorming our work on a sister ma 
chine in Washington, New York and 
other areas in the event of a major emer 
gency. (Needless to say, when other 
manutacturers get more of their com- 
puters in operation, similar protection 
could be available to purchasers of their 
equipment. ) 

If we had been limiting our plans at 
GE to the areas of initial application, 
we might have considered groups ot 
smaller machines. Even so, we should 
have needed five such systems, and the 
cost of the equipment and the necessary 
personnel to operate it were found to 
be approximately the same as our sys 
tem and its personnel. Mechanization, 
of the initial areas was only an imme 
diate objective. As indicated, our ulti 
mate goal is that of the integrated, long 
range, management tool approach. In 
one department alone, the management 
problems already proposed for handling 
would keep a Univae busy 24 hours 
a day and most of them appear to be 
heyond the scope of lesser equipment. 

At Appliance Park we sought top 
approval to the extent of asking for the 
necessary tunds only when we felt sure 
that we had what those responsible for 
appropriating the funds would want: 

The understandable concept of con 
verting simple areas to computer opera 
tions without disrupting the existing of 
fice or factory procedures. 

A break-even point early in the con 
struction of our new plant — and the | 
prospect of annual net savings of ap- 
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BER ©RASER 


bE 


A MARKED WOMAN 


Back and forth all day 
long, they trooped to my 
desk—to borrow my 
EraserStik. Finally the 
Office Manager put a stop 
to it. He got everybody 
an EraserStik. 

It's no wonder EraserStik 

is so popular. This pencil 











shaped, wood-cased white 








polished beauty rubs out 
errors in a twinkle, 
without leaving telltale 
ghosts. Especially for 
Typewriting. Equally 
good for ink ond pencil. 
For best results expose 
rubber point about 3/16” 





INC NEWARK 3.N J 





PINK PLASTIC 
PUTTY... 


thet pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to couse headaches 
or colds. 

To make neot erasures— just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
ee wees eee 
BALTIMORE 12,MARYLAND 





abstractly Kor the 


proximately S)00 000 when construction 
would hy completed and tull employment 
attained basis ot the tour 


standard applicat ions proposed. 


just on the 


The opportunity eventually to handle 
many further applications, since the pro 
posed applications would use the com 
puter only halt of one shift even after 
the plant was going at full blast. 
knew there 
ertheless 


Although we would be in 
tangible, but nev benefits 
that would also naturally follow, we did 
not melude applicable dollar values in 


real, 


our report to management. Our top ex 
ecutives must have appreciated the val 
Irom error-tree 


ues accruing operations, 


more prompt iIntormation, 
and the ability of 


timely and 


re porting ol 
management to make 


more informed decisions. 
The 


approximate ly three 


dollars to 


request for the appropriation ot 
quarters of a mil 
the Univae 


plan 


lion acquire 


equipment on a two-year rental 


(with option to purchase) was approved 
local committee, 


by the appropriation 


the general appropriation 


and the 


company 


committee, board of directors. 


It is obviously appropriate that peo 
in the planning and 
program tor 


ple participating 
operation ot a compute! 
general business applications should be 
with an appre 


problems Wi 


hay ing ihn oul 


experienced employees 
ciation of the business’ 
were fortunate in already 
business procedures section at Louisville 

group of individuals who had training 
and experience in previous systems and 


procedures, who were familiar with the 


ope ration of our 


business, and who had 
j 


at least a college diploma and in many 
Master in Business Administra 
If our initial applications 
advanced 


CAaSCS a 
tion ae VTeCCE, 


had 


engineering 


included mathematical or 


problems, it would have 


been appropriate to inciude representa 
tives Trom those groups too 

Out of this group we selected individ 
uals tor specialized computer training 
tests Wi 
intelligence, and 
and 
ead rship ot 


( hological 
high 


logically 


by means OL ps} 
look ing tor 


think 


were 
ability to reason 


such 
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New 


Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The new Victor Mult-O-Matic is the 
only machine with completely auto 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli 
cand, multiplier and answer are 
printed on tape. No other confusing 
figures or symbols are printed 
Simplified automatic constant lever 


lets you multiply same figure repeat 
edly without re-entering each time 
New total transfer button lets 
retain a total in the machine so that it 
can be multiplied by another figure 
Don’t wait. Call for a free tryout! 
Look under “V”’ for Victor in the add 
ing machine section in your classified 
phone book 


you 


or write 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Cash 


Registers, Business and Industrial Systems, 


Manufacturers of Business Machines 


Electronic Equipment and Electri-Cars 


New 
Automatic 
Constant 
Lever 


Total Transfer 


Button 


New 


Select-O-Matic 
for Automatic 
Totaling 





WON'T GET 

DIRTY. LINTY? 
BOY, THAT AINT 
ME. I OUTLIVE 


All You 
SKINNY 
FELLOWS, 








WM ACS 


3 


IT'S NEW!—IT’S BETTER 
It’s the 


“DU0-LiFg., 


Double Weight Molleton 
Slip-On-Cover 


The extra heavy Molleton gives it body 
that makes the cover extremely durable 
and highly water absorbent. The top quaiity 
prevents shedding, linting and stretching. 
Professional finishing provides the covers 
with flat seams and stitches that don't 
open or break 

Covers packaged in cellophane wrappers. 
Extensive tests and reports from our dis 
tributors prove that “OUO-LIFE”’ is all 
that it claims to be 


Why wait? Get DOUBLE USE 
for a SINGLE PRICE 


DUO-LIFE is available for all size presses. 
Ask your distributor or write directly to 


Direct Image Aluminum Plate & Supply Co. 


1321 West Gill Place, Denver 23, Colo. 


ATTENTION DEALERS: Some territories still open 
for distributorships. 


d someone with en 
forsight, energy and 


viewpoint; he should be 


anagement 
Andersen & 
compute! 
s firm was 
ssisting the l 
g personnel, pre 
onmentation meet 
eonversion ot 
We felt that 
nor permit com 
acturers to train 
sonne required 
upe the compute! 
achine only. Ow 
varied 
\ppliance Di 


operated under a 


ides man 


management lt 


five separate departments manu 


complete ne OL large nouse 
app ances, 


s ranges trom 700 employees in 


“ize of the depart 


largest. 


nallest to 7,000 in the 


department has a general manage1 sup 


ported Dy managers of manutacturing, 


hinance 


and engineering. If 
the computer installation was to be effec 
tive, we had to that we 

j ntralized 


did not 
heen S() 


marketing, 


certain 
the dee: 


W hich has 


make 
interfere with 
lorm ot management 
GE’s various operations. 
We emphasized the 


partment problems, 


successtul i 
need to solve de 
particularly the 
between 


We en 


to conceive ota data- 


problem ol communication 


+ 


functions of a department. 


deavored therefor 


processing center in wi ich routine cleri- 


eal work could 


me pertormed on data 


which was supplied to the center and 


returned to the originating department 
as soon as it had been processed. It was 
not centralized accounting or centralized 
payroll, bat, rather centralization of the 


routine “dog@®? work involyed in each of 
TH 
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Sliding Dorr CABINETS 


with sliding shelves 


Here’s an excellent double-feature value. Sliding doors that 
are removable in 3 seconds, and sliding shelves that are 
adjustable without bolting. These cabinets are not only prac 
tical, but they have lots of eye appeal. You certainly could 
use one or more in any of your offices They are real space 
savers can be used in areas too small for the old fashioned 
swing-door cabinet. Steel doors available in 3 heights (29 

42 78 glass doors in 2 heights 29" 42 Cabinets come 
in 2 depths (12’-18 and all are 38'4"' wide outside. May 


we send you our catalog? 
y g 


BORROUGHS MANUFACTURING COMPANY 


THE OFFICE 


3002 NORTH BURDICK amit KALAMAZOO, MICHIGAN 


July, 1955 








HEINRICH DIEHL G.M.B.H. 
RECHENMASCHINENFABRIK 
NURNBERG - STEPHANSTRASSE 49 


WESTERN GERMANY 


these operations. 

Except for the short time the docu- 
ments are out of the department for 
handling at the data-processing center, 
all data remain in the department, en- 
abling the management of the depart- 
ment to operate effectively. In the case 
of payroll, all inquiries can be answered 
by the department paymaster by refer- 
ence to details of pay computation 
printed for him and to source documents 
which have been returned to him. There 
is no usurping of management pre- 
rogatives. 

The problem of using magnetic tape 
as a medium for storing information can 
be reduced, if not eliminated, by return- 
ing all source data to the department 
and by providing daily printed records 
of all input and output transactions in 
a manner which will facilitate ready 
reference. When management and audi- 
tors have aequired confidence in com- 
puter system operation and no longer 
require this information, such printing 
of all intermediate transactions can be 
discontinued. 

To get the cooperation needed for the 
success of the system depends, in our 
experience, on a combination of factors: 

The data processing center, acting as 
Univac’s “baby sitter,” allows man- 
agement to forget the problems of com- 
puter operation and spend time on de- 
cision-making and policy-forming mat- 
ters 

The limited-perimeter approach of 
converting a few routine applications 
initially, and of processing these in the 
manner of existing systems rather than 
making drastic revisions in procedures, 
also encourages cooperation. 

The people working out the program 
(including competent consultants) know 
business problems and computer limi 
tations. It is their function to get the 
computer to do what the departments 
want done. 

Orientation meetings and, later, edu 
cational sessions on approved computer 
procedures conducted by personnel of 
the computer program and the consul- 


tants, luspire confidence and coopera- 
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——I1’S AMAZING! 


_ A WHOLE MAILING DEPARTMENT 
IN ONE MACHINE! 


Only S'xi0'... 
CUTS COSTS 80% 


INSERTING & MAILING MACHINE 


One unit does everything—gathers up to eight enclosures, 
inserts them in envelope, moistens flap, seals envelope, 
meters postage or prints indicia, counts the total mailing 
and stacks it ready for the mailbag. Inserting & Mailing 
Machine turns out from 3,500 to 4,500 pieces of finished mail 
per hour. Learn more about the machine—write for folder, 
Reducing Mailing Costs by 80%, or ask for demonstration. 


INSERTING AND MAILING MACHINE Co. 


PHILLIPSBURG, NEW JERSEY 





eee ee ~? 
GATHERS ENCLOSURES = iygganTs INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA CoumTs & sTAcas 
We" <i CUM ate I apibllbl 8. A % 


© COUPON e 
INSERTING AND MAILING MACHINE CO., Dept. OF-7-55 
PHILLIPSBURG, NEW JERSEY 


} Send booklet—Reducing Mailing f e would lik 
Costs by 80% ‘ 


OS PAT verre 


z 











z me EE 
GATHERS ENCLOSURES IMSERTS INTO ENVELOPE SEALS ENVELOPE 











$$ __—_—__—_——--4 
PRINTS POSTAGE INDICIA COUNTS £ STACKS 








_ 
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This Too! 
Is Important! 


low al 


Printer exclusively 


By working through your 
Distributor or 
we have built a nation wide repu 
and ‘very 


tation for promptness 


fast service. 

OUR SPECIALIZED 
PRODUCTS: 

Carbon interleaved unit sets. 


New N.C.R. 


quired) sets. 


(no carbon re- 


Carbon Ready Statements in 
three styles: Line Find, Saddle 
Back, and Fold Over. 


Voucher and Payroll Checks. 


The next time you as a user ot! 


forms, need very, very fast service, 


ask your favorite Distributor o1 
Printer to write, wire or phone: 


Jack Deller o1 


sill Bedinghaus at 


MODERN BUSINESS FORMS MFG. CO. 


308 E. 8th St. Dept. O., Cincinnati 2, O. 


PS. To Py nters and Distributor S, We 
do not sell 


Write on 


direct, onty through you 


your letterhead for ree 


catalog, no obligation. 


+ ' 
A411 


We « 


each Col 


liaison committee in 
Department man 
agement deleva authority lor ap 
this 

commit 


stablisi 
versio! 


proval of 


proposed procedures to 
We in 
most informed individuals in the 
limited the number 


to three or four people. The committee’s 


committe luded on the 
tee the 
areas selected, but 
function 1s to approve all aspects ot the 


proposed computer processing in its 
area, including manual operations, con 
trol of documents and procedures prior 
to processing, and output data and docu 
ments resulting from processing. Ideally, 
should reeall all past 
and their solutions and anti¢i 
problems and 


the committee 
proble ns 


pate all possible future 
tnelr solutions. 

misused 
initially. that we 
indeed liken this to using a sledge 
hammer to kill an insect. If the killing 
of the insect pays for the hammer, who 
many 
business with the strangling, 
choking, paper-shuffling that _ stifles 
rrowth, cripples the effective use of the 


Some may say that we are 


Grant 


the Univae 


may 


cares? Since this insect 1s one oft 


inteeting 


manutactur 
who 
ercome similar dis 


what is the 


more productive eliorts ot} 
and engineering personnel 


have done much to ov 


PASSES cost of 


in their camps, 
being without this overgrown insecticide? 


Remember the ath ot the first insects 
pays for the hammer, yet keeps it busy 
only 20 of 168 possible nours pe! week, 
With “free” use of the 
hammer tor the how 


other plagues cz be 


comparatively 
time, 
wiped out? 


remaining 


many 





THE ALL NEW 


PLATEN > 

100% GR-S RUBBER “Qj 

SEND FOR OUR PRICE LIST 

Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 

409 LaFayette St., N. ¥. C. 3, N.Y. 
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Now—FACIT ads in 7 national magazines 


BUSINES 


WwW 


- 


most read by your Business Machine customer! 


‘ 


| 





5,218,623 top executives in 
Business, Industry and gov- 
ernment are being influenced 
by Facit’s 1955 advertising. 


PF eeeceeeceseresessery 


er | 





I 


To help you—THE DEALER —Facit Inc. is doing 
a stronger pre-selling job than ever, for Facit 
calculators, Odhner adding machines, Halda 
typewriters. More publications! More insertions! 
Larger space! More color! 


AND TO BUILD UP MORE SALES IN YOUR AREA 
Facit backs you up with: 


1. Regional trade shows. 2. Classified phone book adver- 
tising 3. Direct mail ideas, including folders, blotters, 
postcards, etc. 4. Newspaper mats and cuts. S&S. Point-of- 
sale displays. 6. Local publicity. 


FACIT INC. 


404 Fourth Ave., New York 16, N. Y 
114 Sansome St., San Francisco 4, Calif 


Pioneers in business machines since 1884. 


FACIT CALCULATORS e ODHNER ADDING MACHINES e@ HALDA TYPEWRITERS 
SOLD AND SERVICED THROUGHOUT THE WORLD 





th 


“shortest 


distance 


between two points 


1, Cla 


Planned work centers 


for records 


too active for file drawers! 


Records ROLL . . . to seated operator . . . providing organized 
work centers that cut record handling costs thru new time and 


work saving procedures. 


WATSON MANUFACTURING CO., lee. 
£ = yy cal Rol -Dex Div Dept. F-I 


Please send me 


No matter how large or how 
small your record handling 
requirements — ROL-DEX is 
built to fit your needs—and you 
use your present records—no new 
forms to buy—nothing to retype! 


WATSON [established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 
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there’s a 


new look 


about 


'y WAUSAU IMPRESSION PAPERS 








Lithograph—small jobs or large, 
lint-free, long runs or short 





That brighter, whiter look . . makes WAUSAU 
IMPRESSION PAPERS more desirable than ever! 


There’s a WAUSAU IMPRESSION PAPER for each of 
the three major processes . . . Wausau Bond, Exact 
Bond, Wausau Ledger and Wausau Opaque for litho- Stencil Duplicating—quick-dry 
graph; Wausau Mimeo Bond and Exact Mimeo Bond ee 

for stencil duplicating; Wausau Duplicator and Exact 
Duplicator for spirit or gelatin process 


WAUSAU IMPRESSION PAPERS are made of highest 
grade virgin fibre and are crafted to highest paper- 
making standards. They are accepted as key produc- 
tion papers because of their uniform quality, brightness 
and ability to accept ink readily and evenly. A wide 
range of attractive colors is also available 

















| 

| 
Spirit or Gelatin Process—low 
cost, clear, sharp copies 





The complete Wausau Impression Paper line is avail Our 56th Year 
able nationally through authorized distributors and 
stationers. 


WAUSAU PAPER MILLS CO. 


General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois , 
Mills at BROKAW, WISCONSIN Artisans of 
Member—Wisconsin Paper Group Fihe Papers 
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ELECTRIC TYPEWRITER 
orona, Inec., Svracuse 1, N. Y. 
Type 


mith-Corona Electrie 


complete kevboard eontrol 


for increased speed and ease of 


n. The on-off switch, 


oper 
mpression con 
gaual carriage return 


tabdulating co 


trol dial, 
shift locks, 


keys, dual 


1 
ntrois, an a 


full size space bar are all ie keyboard 


area and within easy “ach of the opera 
tor. ABmith a’ >. USL Kev board 


keyboar 


Slope scien 


“= 


and keytops to fit natural 


inates wast ings 


ments. This el 


{ 
I 


tions and prov naximum of op 


with n 


spec 
Ope rator 


s modern finger-tip keytops 


eration inimun Tatigue 
Keyboard ha 
molded to the natural 


rl 
— 


contour of the 


fingertips. They are are-free and non 


slip. An 


eliminates all jar on the 


exclusive cushioning action 
fingertips at 
the end of eacl 
88 characters, 


19 additional 


the enas ol 


Kev board has 


than 


strok e. 
usual, at 
keys are at 
standard kevboar y is not 
disturbed. under 


stand 


ard on the hyphen-underline key. This 
timesaver is available on any or all ; 

An exclusive booster accelerates the re 
the rpebar and adds to the 


When th 


raised, power is automatically 


turn of 


speed. hinged cover 


plate is 
shut : 
Ribbon and 


changing type cleaning 


plished without danger of ace 


When 


power! ~ restore 


be accon 
plate 1s 
Another 
Gage. As 


bottom of a type 


operation. cover 
closed, 
Smith-Corona exclusive is Page 
an operator nears the 
written page, it accurately indicates in 
inches the exact amount of paper remain- 
ing. With the 
tric, Smith-Corona offers a complete line 


Standard 


introduction of this elee- 


of typewriters: a and Deluxe 
manual office 


bon office typewriter, and five 


Carbon-Rib 
models of 
portable typewriters including the light 
weight 9-lb. Skywriter. It also produces 
adding machines, cash registers and du 
ribbons 


typewriter, a 


plicators, as well as typewriter 


carbon paper. The electric 


Carbon-Ribbon 


and 
companion model. 
tries will be available in five colors 


a variety of distinctive tvpe faces 


COPYING MACHINE 

gruning Co., Dept 72G,, 4700 
Montrose Ave., Chicago 41, Ill., makes 
the Copyflex Model 500, a low-cost, high 
achine for 


( nartes 


speed direct reproduction I 
the engi 


ld. 


greater speed 


heavy-volume use especially in 
neering, drafting and architectural fie 
This machine offers a 
mproved pri King 


range features, 


trouble-free ng sele 

| im tubes, 
features former available 
only if I! uch higher rice J chi 


The Me 
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eago, and is equipped with a 4, 
exposure lamp. It reproduces 
prints up to 46” wide by any length at 
14” to 40 ft The 


range selected as the 


00-watt 
quartz 
speeds 


tron per minute 


new speed wis 
practical and efficient for 


nds of 


virtually 


most 


all ki work and beeauss it does 


not exceed the average maximum feeding 
Many 
production 
easier handling by the 


speed of the most skilled operator. 


other new features increase 
and provide 


These 
$2” front 


Ope I 


ator. include an extra large 24’ 


delivery tray, a 30 « 42 
rear tray with adjustable magnetic stops, 
a patented air-jet 


device for positive 


separation of originals from copies, a 
footlever which releases stock in the ma 
removal is de 


chine when realigning or 


sired, and an adjustable exposure lamp 
shield for processing extra-fast-printing 
originals. extra 


cost 


Optional equipment at 


includes adjustable, multiple-belt 
print delivery for positive front stacking 
ort various motor-driven 


size prints, u“ 


rewinder for rolling long prints in 


the rear, guide rollers for stacking r 
turned tracing and other originals in the 
the machine. A 
electronic 


rated 


transtormers Tor 


front of fully synchro 


nized drive utilizes 100,000 


hour-life 


\ ariable 


selenium rectifiers and 


troubie-trec 


) 


operation. The machine requires 200-250 
volt, single phase, 60 eyele AC and is 


68%” wide, 58” deep and 7144” hig! 
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DICTATING MACHINE 
DeJur-Amseo Corp., 45-01 Northern 
Blvd., Long Island City, N. Y., makes the 
DeJur 


and 


magnetic tape dictating 


Stenorette 
transcribing machine. weighs 
only 11 Ibs. and 


plete 


retails at YM50 eon 


including combination 


Hh, crophone 
speaker and tape for 30 minutes of re 
cording. Combination microphone 
both 


push buttons 


spe “Aker! 


is used for dictation and transcrip 


tion. Five provide 


Sil pl 


automatic control of tape for recording, 


stening, forward and reverse speed 


winding and stopping. An automatic 


scale indicator gives accurate positioning 
when winding tape forward or backward 
for dictation 
Start-stop 


corrections or playback 


button on microphone-speaker 


controls tape during pauses or interrup 
tions in dictation. Descriptive, illustrated 
literature is free from above 


address. 


CODE PAGING SYSTEM 
Mfg. Co., 

Long Branch, N. J 
Wheelock Code 


Signal Engineering & 
Branchport Ave. 


makes the which 





permits instant communication, by means 


of audible signals, with personnel away 
from desks, and with employees 


reached direetly by 


who nor 


mally eannot be tele 


The busy switchboard operator 


phone. 


just presses the button: a numerical code 


call sounds off throughout the building 
and the person being paged responds via 


4 Wheelock Cod 
with 


the nearest telephone. 


Call ean be installed easily any de 


bells, horns 


De script e 


sired combination of chimes, 
and other signaling devices. 
Sulletin 1B S is free from above addres 


POCKET RECORDER 

6. HL, an 
Minifon P55 
anywhere to record 
other 
light 


mailed in an envelope tor 


America, Chicago 
the 


can be 


Geiss 
nounces pocket s1Z7e 
which used 


up to five hours of dictation or 


speech on a single reel of wire 
4 
‘ nough to he 


Wire 


and 


can be erased and re 
Push-button 
recora 
ing, stopping, back, 


and erasing by re-recording and rewind 


oe postage 


used again again. con 


trols provide instant action for 


rewinding, playing 


ing. A dictation footage clock, in for 


action, enables tran 


dictated 


ward or rewind 


messages. Re 


back 


scriber to locate 


cordings can be played 


stetoset earphones, speaker-microphone or 


any loudspe aker Accessories include die 


tation foot-switch, wristwatch micro 


through 


pter to record te lephone con 
versations and 
use 110-vol Al 
earphones, 
the 


literature 


pi one, aaa 
transformer - rectifier to 
With erystal 


reel of 


micro 
14-hour wire 
Minifon is 


trom 


phone, 


and batteries, $289.50. 


[ilustrated above 


Tre< 


address. 


ELECTRIC COLLATOR 
Wayne, N o., Un 


elee 


Collamatie Corp., 
the Model 
tric collator which is operat 

touch of the hand. An operator can col 
late at 


without 


nounces Min) ¢ 


a sustal d rate of S000 sheets an 


becoming tired. This means 


hour 


collating at the rate material is dupli 


cated. Inexperienced persons can operate 
the 
coordinated movements 
the Model 


ream of paper or enough for 45 minutes’ 


veloping specially 
Feed 


accomn odate 


collator without dé 
bins of 
R00 will over a 
without reload ng. Sheets are 


Mavgicfeed 


sengagea to ens 


operation 
fed by 


easily 


positive Rollers which 


are reloading. 


A built-in 


allows for 


f 


inspection stage of the oper 


ation operator to glance at 


sheets before collation to inspect for 
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misprints, blanks, ete. Automatic counter 
A stapling-stacking bin for 


facilitates 


is optional. 
hand stapler, 


neat, fast disposal of collated sets. Be 


an electric o1 


cause the Collamatiec is designed to elimi 
nate fatiguing motions and misfeeds, and 
to speed collating, direct savings in labor 
pay for the origi 


are said to more than 


nal equipment within a year. Complete 


information from above address. 


TAB DEPT. LAYOUT KIT 
Post 
a Planning Kit 


Tab Products Co., 57 St., Sar 


Francisco 4, Calif., offers 
for developing efficient floorplan layout 
of punched card machines and accessory 
equipment. Kit consists of 120 colored, 
stay-put templates of machines and other 
paper. 


equipment with floorplan layout 


The %"-scale templates have pressure 


sensitive adhesive backing so that they 


will stay in place or be easily moved as 


desired, Template colors identify cach 


type of tabulating equipment and ten 
plates carry deseription and dimensions 
ruled 
Those 
machine de 
Tab Depart 


tron 


of machines, ete. Lavout paper is 


to facilitate loeation of template - 
considering changes in their 
partments can obtain the 


ment Planning Kit free above ad 


dress. 
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TYPE COMPOSING MACHINE 


South sth St., 


Line-O-Print Co., 63 
Minn., 


cost Line-O-Print photo compositor which 


Minneapolis announces the low 


measures only 21 x 7% x ») ana 


costs 


STSO50, It produces reproduc pie lines 


length and fron 


Letters c: 


of type in any 
14 to S84 pt. 


desired and reproduction is sharp and 


clear with no shadow lines to be opaqued 
Over 200 type fonts are available for thi 
Line-O-Print 


continuously 


and each font can be used 
charac 


trated literature and sample book of typ: 


with no shortage of 


ters, Darkroom not necessary. 


faces are free from above address 


COST OF LETTERS 
Neenah Paper Co., Neenah, W 
booklet, ‘‘The Cost of 
People,’’ 


published a 
which contains 


hold 


fluencing 


gestions on how to letter-writing 


costs to a minimum. The bhooklet point 


out misconceptions about the cost of a 


letter, For example, businessmen 


a ake fh 


inexpensive 


some 


believe they substantial Saving 


by using an non-rag paper 


fine rag bond but they aet 





ually save only a fraction of 1% of the 
of a letter. On the other hand, if 
the businessman number of 


cost 
reduces the 
words in his letter, he saves as much as 
one-third of the cost of the letter. The 
booklet that the cost of a 
letter depends upon its effectiveness. The 
letter that fails to purpose 
costs too much, while the letter that suc 


also shows 


achieve its 
ceeds is always a bargain no matter what 


this infor 
write above address. 


For a free 


booklet 


its cost. copy of 


mative , 


PAPER JOGGERS 


Syntron Co., 715 Lexington Ave., 


Homer City, Pa., makes a complete line 


of paper and envelope joggers in which 


the electro-magnetic vibration speeds can 
be controlled to meet particular require 
ments. Syntron Joggers eliminate slow, 
tedious hand operations and have no me 
fail. Their 
assure fast, 


Model BTJ 


and its 


chanical wearing parts to 


3600 vibrations minute 


even alignment of material. 
bin type jogger 


in takes up to a ream of 


fitted with a smaller 


bin for checks, and smail 
Model PJ 4 


shake down the 


slips. 


ecards 

(illustrated) will loosen and 
contents of envelopes 
prior to running through a letter opener. 
This eliminates damage to contents and 
deck 
permits one batch of envelopes to be jog 
Model PJ 
with 


speeds the operation, The divided 
ging while working on others. 
paper jogger 
power control for jogging 814” x ll 


4 
sheets. It is 


4 is a small variable 


also used to assure com 


100 


pletely hill containers 
bulk 


fice joggers is 


when packing 
Complete catalog of of- 


from 


ing 
materials. 
free above address. 
ELECTRIC TYPEWRITER 

-ark Ave., New 
Y., makes an electric type 


Underwood 
York 16, N. 
writer, engineered to increase operating 
both 


special fea 


Corp., i 


efficiency, with improvements in 


mechanism and design. A 
ture of the 
Carriage shock-absorbing mechanism that 


shock 
riage is returned to the left 


new model is its Cushion 


reduces noise and when the car 


margin stop. 


This 


less vibration, making it possible for the 


results in smoother operation and 


operator to work comfortably at greater 
The 


tone tan with ivory colored keyboard and 


speed. standard model is in two 


feature keys in contrasting green. Th 


typewriter is also available in two-tone 


ivy green, Brewster green and gray 


Machine has an ribbon rewind 
that feed a 36-ft. ribbon 
from one spool to the other in about 40 


electric 
ean standard 
seconds. This eliminates manual rewind 
ing and makes ribbon changing a simple, 
quick operation. Other features are elec 


tric margins and an impression control 


dial graded from zero to 18 which helps 
the operator produce, without any extra 
effort, as good earbon 


physical many 


copies as required, Machine is available 
with fabric or carbon paper ribbon, and 
a large variety of new type styles. It 
has an extra key with a plus and equal 
sign, but may instead carry a trademark 
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other desired 


Streamlined in 


or any sign or symbol 


appearance, the new 
model has a specially designed guard and 
frame that give the keyboard a 
closed-in, compact look. Styled by Lu 
relle V. A. Guild, the Under 


wood electric retails at 


base 


standard 


open 
S590. 


STENCIL CAMERA 
Gestetner Duplicator Corp., Dept. 84, 
50 MeLean Ave., Yonkers, N. Y., an 
nounces the Gestetner Photoscope which 
automatically produces duplicating sten 
cils from any original copy in either re 
duced or enlarged Originals 


size. may 


be handwritten, typed, printed, photo 


graphed or drawn; on a single sheet or 


in a book up to 1%” thick. 
can be reduced on the stencil while small 
Maxi 
18:1. 
The Photoscope is $1” high and occupies 
about 4 x 6 ft. of 
holder takes : om 
29%”. Complete information from above 


La rge copy 


copy may be enlarged, as desired. 
. . > 


mum reduction or enlargement is 


floorspace. 
originals up 


Copy 


to 22% 


address. 
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MAIL SORTING UNIT 


Corbin Wood Products Div., Dept. OC 
American Hardware Corp., Hornell, N. Y., 
makes the No. 1000 Unit which is widely 
and 


mail handling collating. 


Shelves (adjustable on 1” 


used for 
centers pro 


vide 36 pigeonholes, each 11” wide, 5% 


high and 12%” deep. Shelves have 


labelholders and additional shelves 


be added as desired. Base has 
covered with ink 


adjustable 


counter top resistant 
storaye shelves 
sliding doors with locks. Made er 
tirely of kiln-dried hardwood, finished in 


standard walnut or special finishes, 


composition, 


and 


unit 


is 72” 


” 


high, 72” wide and 30” deep over 
all. A brochure describing and illustrat 
ing other mailroom equipment including 
sorting racks and tables, 


cabinets, sorting seat, ete., is free 


forms storage 
fron 
Corbin also offers a free 


mailroom planning service, 


above address. 


REMOTE DICTATING MACHINE 
Dictaphone Corp., Dept. 1-75, 420 Le 
ington Ave., New York 17, N. Y., 
the Dictaphone President which consist: 


makes 


of a Power Control hand n icrophone 
desk set connected to a Dictaphone Time 
Master dictating 


cated on the secretary’s desk. The execu 


machine remotely lo 





tive has full command of the dictating 
machine through controls located on the 
With 

dictator 


microphone. 
his thumb, 
stop of 


a light movement of 

controls start 
lock for continuous 
recording or listening, quick-review play 
back, correction and end-of-letter mark 


and 
recording, 


ings. Control is simple, automatic and 
precise, leaving the dictator free to con 
Additional] 


selector which 


centrate without distraction. 


features include a listen 
provides ‘‘room filling or subdued play 


back for personal listening.’’ A magnet 


grip holds the microphone firmly in place 


in its desk set. 


MICROFILM CAMERA & READER 


3urroughs Corp., Detroit 32, Mich., an 
nounced the competitively priced Model 
B.H. 205 Microfilm 
Model B.H, 206 


and the 
teader offer 


Recorder 
Microfilm 


ing a full range of operating features to 
fulfill business requirement. Both 
units flexibility of microfilm 
recording in one location and reading at 
another. user to 
tailor the equipment for his particular 
The 161% 
lbs. and anyone can carry it and use it 
on a desk or table. It is available with 
both 24 


scanning mechanism with ad 


any 
allow the 


Two units permit the 


job. reader is only 


compact 


either or and 37 magnification 


and has a 


justment to read documents on 8 mm, 


16 mm or 35 mm film in any position for 


normal viewing. A rotating film turret 


brings images of the documents to a 


natural reading position. The exclusive 


meter straight-to-the 


without lost 


indexing permits 


image location in seconds 
time, permitting as many as 999 locations 
on 100 ft. of film. 


dial 


A copy classification 
compensates for variation of docu 


ment color. Film control protective de 
film 


accidental exposure in addition to allow- 


vices safeguard against fogging or 


ing film spacing. As optional equipment, 
an acro-feeder automatically feeds docu 
ments up to 11” wide at high speed. The 
moved, can be used 


reeorder is easily 


anywhere in the office. Both units are so 
simple to operate anyone can learn the 


process in a few minutes, 
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Whether the B D C was used a week, a month, or even six months ago, this 

unique mimeograph is always ready to print instantly—without any special 

preparations whatever. There is no drum to clean, no ink pad to change. 

The ink never cakes or hardens, nor can it leak. The B D C is the perfect 

answer for irregular or infrequent mimeograph requirements. Whether 

used twice a day or twice a year the B D C is always clean, always ready 

to give inexperienced office workers professional looking copies that are 

printing press quality. Get the whole story on this revolutionary mimeo-.- 
graphic design—write for complete information. Bohn Duplicator Corpora- 

tion, 444 Fourth Avenue, New York 16, New York. 


REX-ROTARY 
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DUST REMOVER 


Now, pick up dust—don't just push it 


around 
ELIMDUST, new liquid dust remover leaves 
spotles 


tions that es« ape ordinary maintenance now 


floors , truly free of dust. Accumula- 


adhere to your cloth. To use: saturate cloth 
with ELIMDUST. 
applying to your Damp Sweep Tool. Also 


iwork, 


Wring out and dry before 


ideal for dusting woo desks, chairs, 


equipment. 

ELIMDUST is 
it diluted in 1 to 2 
parts water. Why wait? Write today for full 
Ask us, too, about CLOCLAMP 
and Damp Sweep Tool, 2 economical, easy - 


Surprisingly low in cost, 


doubly economical. Use 
information 


to-use damp sweeping implements 


t Whe 
s 


a © 
“LEGGE = 
> TO STAND ON ~ 


W ALTER G. LEGGE 


Company, Inc. 


Dept.W-7, 101 Park Ave., 
New York 17, N.Y. 


of Selety Floor 
> ‘ uw 
Branch offices in principal citieéS —_mummnd 


104 


LEGGE SYSTEM, 


IDP TAPE CARDS 

Wheeldex & Simpla Products, 
Bank St., White Plains, N. Y., 
Integrated Data Processing tape storage 


Ine., 40 


makes 


and record cards for carrying many feet 
of 5 to 9-channel tape in one or several 
Though primarily for 
Simplawheel, Wheeldex or 
files, cards 
drawers or other 


pieces. designed 
housing in 
eard 


Simplafind mechanized 


may be used in ordinary 
types of equipment to file short lengths 


[DP 


Free sample from above address. 


of tape created by installations. 


SMALL MECHANIZED MAILINGS 


Inserting & Mailing Machine Co., Dept. 
OF-7-55, Phillipsburg, N. J., offers a 
folder, ‘‘How Small Can a Mailer Be?’’, 
telling the amazing story of what mech 
mailer. <A 
comparative study of hand method and 


anization meant to one small 


Blue 
Kansas City, 
shows that their’new Inserting & Mailing 
Machine will 
even if it is used only 


mechanized mailing fulfillment by 


Cross Hospital Service of 
pay for itself in 3 years, 
5% hours a month. 
The machine was purchased primarily for 
mailing 17,365 Direct-Pay Notices each 
month. Although one operator was rec- 
ommended, Blue Cross’ methods depart 
ment used two operators’ time in com 


puting costs for the 5%4-hour period of 
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+ 


TUE COMPANY = 


< Oe 
Also developers of electrically conductive 
floor tile for safety and sanitation in hospital 
anesthetizing areas. 


ST A 


“CSalional Accounting Machines save us $17,200 a year... 
repay their cost every 10 months.”2 152 mosaic rie COMPANY, Zonesville, Ohio 


“Largest maker of real clay floor and wall tile.’ 


“Until we installed Nationals, our accounting job, involving In your business, too, National ma- 

six subsidiary companies, was long and involved. chines will pay for themselves with 
“Today, we use Nationals for accounts receivable and the money they save, then continue 

Customer statements... weekly and monthly preparation /°”"76) @ apne re hee ao. 

aging of accounts receivable, showing details of all past-due | ot ae you Can save _ 

accounts ...and net sales to date on each account. Further, — cee 

we have established a centralized credit control of all accounts 

of our six subsidiary com- 


panies. CA ; *THAOE MANK REG U8. PAT OFF 


“Nationals save us $17,200 
annually, returning their cost Treasurer and Comptroller od 
every 10 months.” The Mosaic Tile Company 


ACCOUNTING MACHINES 
THE NATIONAL CASH REGISTER COMPANY, payron 9, oni0 
977 OFFICES IN 94 COUNTRIES 
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Big stor in a want ad— 


Four electric billing machines for 
sale... because the invoicing 
formerly done by four girls is 
done by one—with an Ozalid 

machine! Saving $700 a month! 


How? Salesmen write their orders 
on translucent paper forms. Prices, 
extensions, directions, and terms are 
added. Ozalid copies serve as invoices, 
bills of lading, sales records, etc. 

Ozalid makes exact, clear copies of 
anything typed, written, printed or 
drawn on any translucent (lets light 
through) material — without negatives, 
stencil, messy developing. The copy is 
made in less than a minute, costs less 
than 2¢. And anybody can use an 
Ozalid machine. 


OZALID 


BAMBINO (right) is the smallest, 
est, low-priced office 


will make 200 copies an hour, as wide 


Ozalid gets rid of hand copying, 
retyping, transcribing or redrawing— 
saves time spent on repetitive tasks. 
And makes quick copies of bulletins, 
reports, memos, letters, charts, etc. 

Ozalid-copied requisitions are used 
as purchase orders, vouchers, debit 
memos, receiving records—often save 
discounts as well as time. 


Any office can save time, cut costs 
with Ozalid. For a demonstration, call 
any Ozalid distributor (see phone 
book). Or write 170 Ozaway, Johnson 
City, N. Y. In Canada, Hughes Owens 
Co., Ltd., Montreal. 


Ozatip — A Division of General 
Aniline & Film Corporation... From 
Research to Reality 


copying machine; 


as 9”, for less than 2¢ a copy 


ey 


di 


; 





operation It reports that the 11 

hours plus a machine rental cost of $3.1 

per hour each month, resulted in an an 

nual total cost of $341.S8. With former 

hand methods of mail fulfillment, the 

same number of Direct-Pay Notices ri 

quired 198 manhours and cost $205.92 a ive Covers 
month, resulting in an annual cost Our Protective | / 


. Tops them all / 


$2,471.04. Mechanization gave an annu: 


‘fr + > —_— / 
saving of S6% or $2,129.16. Write above ; a a assen | 
address fi f e VO » report r j 
addre for a tre copy f the repor b-% 507 


MACHINE COVERS ie = 


Budlew Products Co., Dept. M, 


: : 3 peded ww? 
W. Cortland St., Chicago 47, Ill., makes seal \ 


complete line of Protective Covers fo: 
office machines and other equipn 

Their 8-page ‘‘Tops Them All’’ Catalog 
No. A-1955 ineludes typewriter covers 


business machine covers, cuff and 


protectors, fan and stool covers, aprons —— 
and the patented °* Fite A’* rs \ a 
handy ] lex on the tront 7) mn} 

the att g convenient to ; 


lustrated and des gned 


ence, en phas S 18 ¢ 


4 


LEOWMLAILA 


THIN PAPERS 


to reduce typing, mailing and tiling expenses. 


Fidelity Onion Skin 


we suggest 


ESLE EC K Clearcopy Onion Skin 


Superior Manitold 


PSTEEChH MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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df 
A 


© SLIFNTT5/ 


TIPEWRITER PAL 


SOUND A 
SOFTER NOTE 


for office efficiency with 


IL-KLATTER 


Certain noises in offices are practically 
impossible to eliminate — but, you can 
easily and quickly STOP the distract- 
ing noise of typing. Simply place a 
Kil-Klatter pad under each and every 
typewriter in your office. You'll find that 
errors will disappear and general office 
efficiency will improve 


Kil-Klatter pads are designed to absorb 
the shock and to deaden the noise of 
typing. Made of genuine long-life OZITE 
felt, Kil-Klatter pads are dent-proof, 
skid-proof and they fit all makes of 
typewriters, and other office machines 


$q@2s5 
AT YOUR STATIONER OR 
OFFICE SUPPLY DEALER 


HIE ALATIER 

THE SCIENTIFIC TYPEWRITER Pano 
“The Answer to a quieter office 
may be under your typewriters” 





y 5 2 tid e 
aE 


OFFSET DAMPENER COVERS 
Direct Image Aluminum Plate & 
Supply Co., 1321 West Gill Place, Denver 
23, Colo., Duo-Life 
weight molleton slip-on covers for damp 
offset The 


extra heavy molleton makes these covers 


announces double 


ening rolls on all presses. 


extremely durable and highly water ab 
Its fine quality prevents shred 
Finished with 
will 


sorbent. 
ding, linting or stretching. 
flat stitches which 
open or break. Duo-Life molleton covers 


seams and not 
are packaged in cellophane wrappers and 
tests indicate they will give longer lifé 
on the press. Complete information fron 


above address. 


ROTARY STAMP 

Force Western Ine., 216 W. Jackson 
Blvd., Chicago 6, Ill., makes the Dri-Flo 
toll-A-Matie Wheel 
make an impression up to 214” 


which 
x 8”. 


ean 


Printing 
Uni 
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If you Pe) oper ate 
or enitt rinting - 


ng facilities 


dupliCa arin 


YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER CUTTERS: 


11 models — 7 sizes .. . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


A 


PAPER DRILLS: 
For standard run of loose- Challenge 
leaf work. Also adapt- 


able for variety of TRADE-MARK (A) 


novelty jobs. 9 styles 
evelichie —— hend, Fa in \ principal cities 


foot, power models. 7 -—-_—-— -—e eer ee er llc hl he 


1 
THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


PROOF i oie * 4 Send details as checked below 
PRESSES: “2 ai peices. <3 denne 
Always a sharp ny Proof Presses ] Paper Punches 
clean impression; 

easy operation. ; Name 


Full selection of 5 
styles — 5 sizes Full Address 


Mail coupon for specific information 
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a new idea in metal chair design 


new beauty plus o unique 
flared-bock sweep 
which eliminates 
Muffing contact 
with woll 
Protects both choir 
Bock ond woll 


This trim-lined ultra-modern metal chair 
group Combines a streamlined design of 
unusual beauty with useful function 
(chair backs cannot scuff walls). An ideal 
chair for use in lobbies, reception rooms 
or offices. The armchair features deluxe 
spring seat construction and Tenite 

arm rests. Side chairs are available with 
spring or padded seat. Lifetime frame 
construction and flawless finish make these 
fine chairs virtually indestructible. The 
Swept-Back” group is designed for 
large volume sales and profits. Write 


today for the full descriptive details 
there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 


101M. Compbell Ave., Chicege 12, tilineis 


form impressions are made with rolling 


motion, without pressure, and roller auto 
itself for 
return can be 


matically positions next im 


pression. This automatic 
disengayed for continuous rolling. Highly 
quality 


absorbent ink rollers of top 


Spanish felt hold sufficient ink for thou 


sands of impressions. Marking is clear, 
without blotting or smearing. All metal 
plated steel, The 


weighs 25 ozs., and uses 


parts are cadmium 
Roll-A-Matie 
3ase-Lock interchangeablk 


type. Litera 


from above address. 


MODULAR OFFICES 
Div., Aetna Steel 
Fifth Ave., New 


offers a full-color broad 


ture 


\rnot-Jamestown 
Products 
York 19, N. Y., 
side titled, ‘‘A New Way of Life in the 
Office,’ 
cal clerical departments using Arnot Par 
tition-ettes and Office-ettes. All 


are illustrated separately. 


Corp., 730 


which illustrates offices for typi 


units 
Free standing 
Partition-ettes are shown with doors and 


top panels of clear ylass, bandfrost glass, 


chalk 


board and combinations of these in three 


acoustical, pegboard, cork board, 


heights and ten widths. Universal, elec 
trified and floor anchor posts are included 
with accessories such as bookshelves and 
kneespace drawers. There are bookeases 
and pedestals with drawers, typewriter 
compartments, etc., and desk tops in 41) 
different 


come in two 


End panels and tubular 
This 


variety of modular units provides endless 


81Ze8. 


legs heights. great 


possibilities in office layout. Write above 
address for the free broadsides 
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2 NEW MIMEOGRAPHS 


provide deluxe features 
at economy prices 


For Example-—there is the dual roll feed of 
these new A. B. Dick mimeographs. It handles a 
wide variety of paper and card stocks—and it can 
be set to eliminate paper lint on the copy area or 
to avoid smudging preprinted copy. A. B. Dick 
mimeograph products are for use with all makes 
of suitable stencil duplicating products. 


A-B-DICK 


THE FIRST NAME IN DUPLICATING 


Model 437 
Electrically operated as 


yh. 4 
Model 432 ~ ee . 
ted pis 4 
- 


Hand opera -? 


A. B. DICK and & are registered trademarks of A. B. Dick Company. 
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MARKING PEN ee-through, re-use st; e plastic case 

Carter’s Ink Co.. Cambridge with a supply of ink, marking ink cleaner 
ton, Mass.. makes nnre y , ind extra fe tips \n automatic leak 
arking pen that hold t ig proof val " nts the pen oozing ink 
ilso lighter, better = vhen it is 1 in the pocket, or not 
ink in use and lying about. An improved 


compact and uses nm any 


colors. Inks for marking on porous ma controlled ink flow prevents excess ink 
filling the felt-tip during continuous use, 


terials are black, red, green, blue and 
yet eliminates insufficient ink flow. In 


yellow. These colors, plus white, come in 
nks designed for marking non-porous both continuous and intermittent writ 
aterials, quipped with a standard y, ! en g sf ven, uniform sup 


pocket elip, the Carter Marker comes in if ji sar, legible marking. Both 


New! Pitney-Bowes Scale for small offices 


This new mailing scale, precision-built by Pitney-Bowes, computes 


postage costs from '4 ounce to | pound, is a real saver of time and 
postage in any office. Its handy cylindrical chart permits swift, safe 
rating of letters and small parcels including air mail. Prevents loss 
of postage money through overpayment, and loss of good will 
through underpayment (with resulting “postage dues”’). 

Other models for larger mailers include parcel post up to 
70 ibs. Ask your nearest PB office to demonstrate, or write for 


free illustrated booklet. 


PITNEY-BOWES 
) Mailing Scales 


PITNEY-BOWES, INC., 3479 Walnut St., Stamford, Conn. 


Originators of the postage meter offices in 94 cities 


FREE: Handy desk or wall chart of Postal Rates 
with parcel post map and zone finder 
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bullet point and chisel point felt tips are 
available and a handy pouring spout on 
ink containers makes the pen quick and 
easy to fill. 


MIS-FEED PREVENTER 

Wale Floating Nozzles, 300 Broadway, 
San Francisco 11, Calif., makes floating 
nozzles designed to stop mis-feeds on 
offset duplicators, as well as larger 
presses and folding machines, Wale 
Floating Nozzles have a wide horizontal 
floating lip which gives full sheet sepa 
ration, directing air at top sheets where 


it is needed most to insure proper feed 
ing. Easily installed, the nozzles allow 
all stock, including hard-to-feed tissue, 
coated, cardboard, curly or static stock, 
to feed more consistently, resulting in 
reduced production costs and improved 
quality of work. Full descriptive litera 
ture and a copy of the ‘‘Pressman’s Pa 


, 


per Feeding Guide’’ is free from above 


address. 


LAYOUT DRAWING TEMPLATES 


A. Lawrence Karp, 16 Putnam Park, 


Greenwich, Conn., offers plastic office lay 


out drawing templates with which anyone 


can make office layouts. Template con 
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Now! BRAND NEW 


FILING SYSTEM 


* NAMES ON TOP ALWAYS VISIBLE 

* POCKETS INTERLOCK, ACCORDION-LIKE 

* BiG, TRANSPARENT LABEL HOLDERS 

* A PRECISION FILING SYSTEM THAT 
FITS EVERY NEED 


Sample Pocket and 
Illustrated Circular 


Write on Company Letterhead t 


[FOTOTYPE = 


1416 Roscoe St. Chicago 13 








sorT-()-FiLE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make al types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulers 

Representatives everywhere 


Associated Industrial Designers 
P.0. Box 39652, Los Angeles 39, California 
Plant: (248 East Sixth Street 
Warehouse: New York, Chicago 











the 
important 
thing ... 


> 


CARBON PAPERS and RIBBONS 


is the positive improvement 
you'll find in your originals 
and copies the cleaner, 
sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials . 
employs only the most scien- 
tific methods . . . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 





CL MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
79 Madison Ave. 564 W. Monroe St. 
New York 16, WN. Y. Chicago 6, Ill. 





tains different sizes of desks, files, round 


and square columns, aisles, partitions, 


doors, different type chairs, ete Made 


n both 4” and %” seale; $1.60 each 


from above address 


DICTATING MACHINE 


Gray Mfg. Co., Hartford 1, Conn., 
akes the Audograph V which features 
completely new full control hand micro 

phone, as well as high fidelity voice re 

production. With all the 
controls under the thumb, all the exeeu 
des talk, 
his thumb one-half inch up or down, to 
the left or right. 
respond instantly to light thumb pressure 


pushbutton 
tive has to do, bes is to move 


Snap-action switches 


for stop-start, lock-in-dictate, listen, rapid 
review, end of letter, and correction. 





a 
Kven the busiest executive will find die 
tating a pleasant relaxing task. High 
fidelity voice reproduction is the result 
of Gray engineers’ long experience in 
making the playback tone arms for radio 
and television high fidelity equipment, 
Push-pull power output and AC-DC am 
plifiers are used to produce a_ livelier 
tone The comple te machine, now in full 
production, is substantially 


weight, but of rugged 


lighter in 
eonstruection so 
n take all punishment from 
smashers’’ while traveling. 
Literature from above address, 


VARI-TYPER STENCIL 
A. B. Dick Co., Dept. 0-655, 5700 
Touhy Ave., Chicago 31, UL, 


duplicating stencil designed for use with 


makes a 
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Do 95% of all your office copying 
with just one Copease setting! 


Copease* 


Dupler 


PHOTOCOPIER 


Copease copies everything..Prove it with a FREE 3-DAY TRIAL 


Copease copies everything, not just the easy ones. So easy to use that one setting 
of the exposure dial covers nearly all of your office copying. You get letter-perfect 
copies in seconds under any kind of light. Handy Lite-Visort+ feature guards 
against extreme sunlight and low-hanging fluorescents. 


Prove it to yourself. See how Copease turns out clear, white, dry, non-curling 
copies in seconds — without any dial adjustment! Our man installs Copease, in- 
structs your personnel and then picks it up at the end of your office trial. No 
obligation. Send today. +Patent appl. for *Trademark 


Offices: New York, 270 Park Ave., PLaza 3-6692 
Los Angeles, 3563 Wilshire Blvd., DUnkirk 5-2881 
Distributors in Principal Cities Chicago, 201 N. Wells St., ANdover 3-6949 
— es ee eee ee eee ee 


Gentlemen: I'd like to have a free 3-day trial of Copease 


COPEASE with new Lite-Visor in my office. O 
CORPORATION Please send free literature. () (check one) 


270 PARK AVENUE Name __.. Title_ eae 
NEW YORK 17, NEW YORK Firm Name__ Address 
BOX O-7 om 

















A few secor 


a few minut 


HANDY HELPERS are tin 
savers in office, school 


and home 


Dennison ship 
marking tags 


gummed labels and seals, 


inde x tabs, reinforcen 
mending tape and 
more are 
Handy to Have 
Have them Handy 


Sf 


Manufacturing Company 
Framingham, Massachusetts 


Vari-Typers. Since a stencil is inserted 
upside down in a Vari-Typer, guide print 
ing on the sheet is inverted so the typist 


ean use ne numbers and space ¢{ 


guides, 


CARBON & RIBBON CATALOG 
H. M. Storms Co.. Dept. O-7, Storms 
ling, Brooklyn 38, N. Y., have issued 
)2-page catalog with specifications 
and prices on hundreds of items such as 
carbons for pencil, typing, billing and 
posting, spirit and diazo process, and 


> 


earbon rolls Ribbons inelude typewriter, 


C.ra0s 8-547 


adding machine, tabulator. addressing 
and other machines. The catalog 
handy reference book because 

case the izes, as for ribbons, is in 


cluded, as are all qualities and grades 


for both carbons and ribbons Samples 


are also available. Write above address 
for a free copy of the catal 


PAPER HANDLING CATALOG 

Kvans Specialty Co., 1803 E. Grace St., 
Richmond 23, Va.. have published a 12 
page illustrated catalog showing equip 
ment designed f the efficient handling 
of papers Included are paper-holding 
racks for wall and table use, collapsible 
sorting racks, Tacky-Finger material for 


paper handlers marking stamps, 
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more time-saving, work-saving features 


than any other 10-key machine 


The All-New, All-Electric Calculating-Adding Machine 


figures faster than you think. Unusuatty quiet in 


operation, yet fully one-third faster than most 10-key ma- 
chines. You get clear, accurate answers to every business 
problem involving addition, subtraction, multiplication and 
even division. Get a demonstration on your own figure 


work—simply mail the coupon below. 


FELT & TARRANT manuracturinc company 


1715 N. Paulina St., Chicago 22, III. 


Gentlemen: Without cost or obligation 
| want more information about the new COMPTOGRAPH “202” 
Please arrange an office demonstration 
Please arrange for a free office trial 


Name 

Company 

Address 

City Zone state 


@ Other products of Felt & Tarrant Mfg. Co.: the COMPTOMETER® DICTATION MACHINE and the 
badd COMPTOMETER® ADDING-CALCULATING MACHINE. Offices in principal cities and throughout the world 
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NEVER EMPTY ~ NO CLIPS TO BUY! 


All you do is punch down 
firmly and — PRESTO — popers 
ore securely held together 
Pays for itself rapidly 
LANSDALE PRODUCTS CORP. 
BOX 568 LANSDALE, PA. 


PRINTERS — DEALERS — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Lading — Purchase Orders — Voucher Checks — 
Repli Memos — Salesmen’s Contact Reports 
ready for imprinting. 

For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone Riverside 5816. 


ROGERSNAPp 
BUSINESS FORMS 


ON THE 
MARKET 


NIPPO 
POCKET 
CHECK 
WRITER 


This Check Writer 
s light weight 
(about 10 oz.) and 
pocket or brief case. Equa! ir ency to 


model 


NIPPO MACHINE INDUSTRY CO., LTD. 
Manufacturers 
Tenjin-cho, Nishi-ku, Yokohama, Japan 


NOW! 


heavier 


FIRST manually operated folder with 
fully automatic feed! 


a 


KEW IMPROVED — — s 
iene iy ren Ob tehite 


CUAR T 
GUARANTEED DESK MODEL FOLDING MACHINE 


PRINT-O-MATIC (O., INC 


ete. Full and are 
included for all 
titled, ‘‘ Here’s 


“a Copy is 


specifications prices 


equipment. Catalog is 


Our Contribution,’’ and 


free from above address. 


PHOTOCOPIERS 
Photostat Corp., 299 State St., 
for. 24, Ks three 


of its widely known photographie copy- 


Roches 
makes new models 
modifications of 
the 
modification 
The 
Mod 


designed to provide the same 


ing equipment. Two are 


its larger automatic and 
third this 
adapted to an entirely new process, 
first 
els A & B, 


convenience of 


equipment 
involves same 


two are the Junior Continuous 


production for copying 


small subjects and making paper prints 


films hitherto avail 
Both 


economical, 


from 16 and 35 


able 


models 


mm 


only in larger apparatus. 


produce accurate, 
permanent smaller. 
Electrically 


they 


prints 10” x 11” or 
controlled and mechanically 


driven, require only one operator. 


Prints are developed, fixed, washed and 


dried within the apparatus. Copies also 


may be made at various reductions if de 
sired and several types of subject holders 
are available to meet The 
third the and its 
operation is similar to that of the Junior 


Mode ls 


uses the same 


various needs. 
model is Expeditor 
Continuous in that it is entirely 
automatic, type of subject 
the 


stabilized 


holders, and produces same size 


prints, but it produces rather 
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speeoarues TN 


Speedafile makes possible faster, simpler, more economical filing 
of 3 x 5,4x6 and 5x8 cards. Look at these advantages: 





Thousands of cards immediately 
available on one level. 


Cards within easy reach for quick 
reference, speedy handling. 


No mechanism or gadget to get 
out of order. 


No stooping, stretching or waste 
effort. 


Flexible for large or small volume; 
for centralized or decentralized 
filing. 


Fastest reference is Speedafile 
reference—direct from operator 
to card. 


For full details, write for our catalog completely TxA ee 


describing Speedafile as well as other new equip- 
ment for the office. PRODUCTS CO. 








57 Post Street 


San Francisco 4 
PUNCHED CARD USERS: 


Our complete line of tabulating accessory equip- 
ment is described in- catalog No. 5. Write for 
your copy today. 








BUILDING ‘FIREPROOF’? 


Qo what 7 




















bans in case of fire it’s a perfect oven 

or its contents, including your business 

records. Unless you've kept your records in a 

modern safe carrying the Underwriters’ Lab 

oratories label. Think it over. 43 out of 100 

firms losing their records in a fire never re 

open. And yet for a modest. investment you can 

the ultimate in protection—a Meilink A 

| safe. Talk it over with your Meilink 

dealer. Or write Meilink Steel Safe 
Co., Oakwood and Clintor 


nave 


with Mists 4 for keeps 
Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files 


Name 
Company 


Street 


Toledo 6, Ohio. 


than permanent prints and four this pur 
pose uses cial grade of photographie 
paper. Stabilized prints are so calle 
photo 


because. contrar to the normal 
grapl e€ process, the ‘xposed and un 
developed saits are 0 ives and 
washed out but are j 
stable compounds whic remain in the 
prints will remain visibly 
reasonable length of 
Where thers 


accurate reproaus 


print. Sucl 
unchanged for a 
time but are not permanent 
need for mmediate 
of data for short-time use, stabilize 
prints are useful because they allow fu 
advantage to be taken of the reductior 
in processing time due to the omission of 


the normal washing perio« 


NUMERICAL DATA PRINTERS 


Div., Clary Corp., San Ga 


offers two Toliders which a 
ations and applhicat ons of 

a Printers. The 
folders li ix models of Parallel Entry 
and four models of Serial Entry Printers 


Free from above address 


FILING SUPPLIES 
Amberg File & Index Co., 1601 Duane 
3lvd., Kankakee, Tll.. offers 


featuring all 


a complete 
Amfile 
Catalog explains the new An 


70-page eatalog 
pro lucts 


berg quantity 
bi “l order ba 
tailers to earn quantity scounts when 


purchasing a full cartor 


assortment of 
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Adjusting Paper Feed 
—Keeps tope aligned 
et all times! 


NOW with Self. “gi 


pe ven G2 9 


Aerie na high Ee 
Si hi isha ba 
per “ape sci oe Sensational! That's the only word to describe the all- 
5 ud atiesatint Gas new REGNA Adding Machinel Streamlined as the 
ww a ~ ble. — newest cars .. . $0 low in cost it’s a dream-come-true 
ae wiptuanies a d stylin for small business owners. Lets many firms cut ex- 
Swedish a aus . ~~ penses and increase production by supplying a 
Swiss tee + thereon di - machine to every department, to every desk where 
, adding is done. It took REGNA engineers years to 
oo Drape me — oe develop an adding machine of such supreme quality 
=o \ ap i aa cael nd at such a remarkably low price. It will take your 
Hs eet nal meas poe " customers only minutes to realize that the new 
correction key clears entire keyboard REGNA is their “best adding machine buy’! 


lifetime handle construction ~~ — "REONA CASH REGISTERS, INC. 
scientifically designed moulded keys 175 Fifth Avenue : ; 
trouble-free performance . . . I New York 10, N. Y. 

minimum maintenance | Gentiemen: 

. ‘ ” = Please send more informotion on the new Regna Adding Machine and oviline 


Nome 





i Address____ 





advontages of becoming a Regna Dealer. 1 


City. SS San 


ame Ua GD au Gu a= Gee a a es om ee ee oe ol 
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TAG ADDRESSING 


LABEL ADDRESSING 
PRINTS POSTCARDS 


PACKAGE MARKING 


with “‘Form-Cut’™’ Stencil 


All this and more with the ORIGINAL 
Hand Stamp Stencil Duplicator. At Of- 
fice or Shipping Room Supply Dealers. 








ULTISTAMP 


TENCIL DUPLICATOR 


MAMUIACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 

















Secretaries Love It! 


THE LOW COST LIBERTY 
COPYHOLDER. Holds 
copy in full view ; 
makes typing easier... 
speeds work! In 
handsome grey finish 

7" by 9/2", 5" base. 


ONLY 
a S 1 30 
Desk — 

EACH 


BANKERS BOX CO. 
720 S$. Dearborn St. © Chicago 5, Ill. 








122 


items including any of the six major 
product groups. Amberg manufactures a 
complete line of filing supplies, brief 
covers, binder indexes, albums, serap 
books, personal and box files, agate trays, 
phonograph record cases and albums for 
Write above address 
for a free copy of the catalog. 


LAYOUT TAPES 
Labelon Tape Co., 450 Atlantie Ave. 
tochester 9, N. Y. 
out Tape for making plant layouts for 


special occasions. 


makes Labelon Lay 


reproduction. The pressure-sensitive tapes 


are pre-printed with a variety of sym 
bols such as cross hatching, building col- 
umps, power and phone outlets, aisles, 
stairs, conveyors, etc., as well as different 
sizes and styles of straight and curved 
lines, arrows, numbers, ete. Both opaque 
and transparent tapes are available, for 
different reproduction methods. An illus 
trated booklet showing impressions of 
the tapes and listing all materials needed, 
with prices, is free from above address, 


DESKSIDE FILE 


Harriman Chair Mfg. Co., Harriman, 
Tenn., makes the Philips Nu-Way Filing 
Cabinet which holds two sets of hanging 
folders. Cabinets are made of plywood 
covered with vinyl plastic leatherette in 
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maroon, green, 
L7* in 


When 


used as a 


tun, measure 


gray or 

letter 
top is 
table. Priced at 
$18.50 with casters, $18 with lock, $20.50 


x a” = size: 30” or 36” 
high. 


closed, file ean be 


side $15.98, 


smaller file 


with lock 


for desk-top use, similarly made (without 


and casters. \ 


12”, is 


cover) 


$3.98. 


and measuring 12” x 12” x 
Set of letter 


folders is $3.75. 


» 


25 alphabet Ti 
Illustrated 


size 
hanging 


literature from above address. 


BLACK HECTOGRAPH MASTER 

Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., makes the X-200 Black 
Ready-Master Unit, specifically for prep 


aration on Xerographie equipment. It 
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IF YOU OPERATE DAVIDSON, 
MULTILITH OR OTHER 
REPRODUCTION EQUIPMENT... 


YOU NEED THE 
RAPID PRINTER 


_ A Completely Enclosed 
Carbon Arc Lamp And 
Vacuum Printing Frame 
Combination System 


There is no better way to 
produce small offset plates 
than with genuine are 
lamp equipment 

The nuArec Rapid Printer 
gives you years-ahead per- 
formance. Produce plates 
that assure longer runs 
with sharp dot structure 
and improved line defi- 
nition. Light intensity re- 
mains constant and uni- 
form Pre-sensitized 
plates can be produced in 
20 to 90 seconds 


RP-2i FLOOR MODEL— 


Plates up to 14 x 20” 
RP-13 TABLE MODEL— 
Plates up to 12 x 16” 


i 
The 


<> nutite 


LIGHT TABLE WITH 
DEVELOPING TABLE 
TOP AND COPY 
EASEL 


important acces 

sory in your shop is the 

nuAre nuLite light table 

with the Developing Table Top 

Equipped with soft, diffused fluores- 

cent lighting Ideal for stripping 

opaquing, layout and finishing Complete with chemical 

containers, sponges and storage rack. Calibrated straight 

edges nuLite light table is 25x 30%, with extension 
shelf 23 x 23”. Glass size 23 x 28” 


LT-23 nuLite . OT-26 Developing Table Top 


> COMPANY, INC. 
824 S. Western Ave., Chicago 12 


The most 


nuArc Co., Inc. 
824 S. Western Ave 
Chicago 12, Ill. 


Please send Bulletin No. 230 
Nome. 
Title 
Company 
Address. 
City 


Dept. No. OF-200 











ERS EE 





| 
| 
| 
| 
i 
each em aie eels op am a 





WO TIME WASTED 


CODE CALL 


for instant communication 

= . - > = 
HORNS “BELLS “CHIMES 
; just press the button! 


WALK 
Your switchbo 
or a horn spells out o code call for someone away from his or her desk 


Don’t run to the Nearest Telephone 


ord operator just pushes o button; instantly a chime, a bell 


The person being paged then responds vic the neorest telephone. The 
WHEELOCK CODE CALL 
easy to install! 


is the ideal among poging systems. And it's so 
WRITE FOR BULLETIN 48-8 


Engineering 
Representatives 
in Principal Cities 


CONFIDENTIAL information? 
“SECRET SPOT’ 


CARBON PAPER 


in your business forms 


Our exclusive process of desensitized areas (‘Secret 
Spots’’), positively prevents carry-through of entries 
in desired positions. Far superior to block-outs, cut- 
outs, carbon spots and other previous methods! 

@ Accurately controlled deletion 

® Anywhere on the carbon paper 

® Any number, size, or shape 

® Varied on each part of the form 

Available in LITHOSTRIP continuous forms and 

LITHOSET one-time carbon sets 

Write today for FREE SAMPLES 





SAVE TIME - MONEY 
Use Atlas 


Complete Vertical Filing Systems 
for 
© NEGATIVES 
© OFFSET PLATES 
© STENCILS 
© X-RAYS 
© ART WORK 
© SWATCHES 


The efficient, eco- 

nomical method of 

filing. Write for 

complete informa- 

_ on Atlas Files 

nd Patented 
NEGA PLATE | HANGER cl 

ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 

Cleveland 10, Ohio 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 








Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
1382 SO. BROADWAY DENVER 10, COLO. 
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combines all the benefits of patented 
Ready-Master Unit construction plus the 
exceptional cleanliness and color desira 
bility of Columbia’s black unit. Designed 
to duplicate on conventional spirit dupli 
eators using regular spirit fluid and copy 
paper. It is possible to reproduce in 
same, enlarged, or reduced size, corre 
spondence, forms, engineering drawings 
and data, sales and training material, and 
any other material, quickly and inexpen 
sively. The Columbia X-200 Black Ready 
Master Unit assures users of Xerographic 
equipment that spirit duplicated copies 
will be complete, clear and uniform. The 
unit also may be prepared by the usual 
direct methods: typing, writing or im 
press printing. The X-200 Black Unit 


and the Columbia X-100 Purple Unit are 


the results of almost four years of origi 
nal research and testing conducted in th 


Write above ad 


Columbia Laboratory. 


dress for further information and the 


procedure for preparing units by Xerog 


Oo 


raphy. 
ELECTRONIC SORTER 
Underwood Corp., 1 Park Ave., New 


York 16, N. a 


wood Rapid-Sort high speed electronic 


announces the Under 


media sorter that operates from a stand 


ard typewriter keyboard and is capable 


of handling original forms in various 
weights and sizes, processing thousands 
of forms per hour. This machine sorts 
directly such original media as sales 
checks, bank checks, tax bills and job 


tickets. The operator simply glances at 
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“er PIC VALET 


End the Wraps 
Problem! 


Keeps Wraps 
Aired, Dry and 


tte ai 
in press 


Now private or 

small offices can 

keep wraps in a 

convenient and or- 
derly manner... with each coat on a 
hanger held apart from all others; each 
hat on its ventilated hat space; umbrellas 
in a built-in stand and overshoes off the 
floor. With an Office Valet there is no 
"piling on", no crushing, no danger of 
tipping over. It will accommodate 6 peo- 
ple efficiently, graciously, on less than 2 
sq. ft. of floor space. 


Sturdily built of welded furniture steel 
finished in modern baked enamel and 
smart in line, it is an efficient answer to 
the wraps problem in offices, stores, res- 
taurants, homes—wherever people gather. 


Other units 
of any length 
or capacity 

Write for 

Bulletin 
Ov-10 
VOGEL-PETERSON CO 


iw 91 





SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE .& BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 


interleaving. Possibilities of sim- 
plification and savings are prac- 


tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 


samples and booklet SPOT 
“How to save with SPOT —_a 


56 LAFAYETTE STREET, NEW YORK 13, N.Y 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


the top copy to determine the alphabeti 


cal or numerical classification. As the 
proper typewriter keys are depressed, the 
whisked to the appropriate 
Less than a third of a 
required for the complete cycle. On a 
test 


single day a 


media are 


bins. second is 


run, the sorter accomplished in a 


job that required six days 
when conventional manual sorting meth 


ods were used. Electronic controls select 


the proper letter or number bins auto 


matically, stacking forms in neat piles 


ready for any subsequent routine oper 


ation. Developed after seven years’ re 
Machines 


Rapid-Sort is 


Universal Business 
Ine., Columbia, 8S. C., the 


available in 


search by 


various sizes ranging from 


an 11-bin model to as many as 51 bins. 


forms from 
to 444” 


weights of 


The sorter accepts original 
514” to 8%” 
It will feed 


stock ranging from 15 to 90 Ibs. 


long and 2%” wide, 


various paper 
Under 
wood has exclusive world wide distribu 
rights for this 
he operated by any typist. 


tion machine which ean 


SALES REGISTER 


Machine Co., 
Leandro, Calif., makes a 


Friden Caleulating San 


machine which 


completely mechanizes accounting rou- 


tines in retail store operation. The ac- 


counting job is Sales Audit, involving in 


larger stores the daily checking and sort 
ing of thousands of sales slips. The new 


sales register produces u“ common lan 


guage punched tape which can be read 


Tue Orrice—July, 1955 








NEW - FASTER - 
EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into !/,” strips—in seconds. Machine is a 


typewriter-size, portable desk model with full !/, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET SALEM, OHIO 


PROMPT 
pr DELIVERY 
OUTSTRETCH ... OUTLAST.. OUTSELL... ALL OTHERS 
Conforms to Federal Speiicetians 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 
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Multilith, Davidson and 


W ebendorfer operators! 


TOP Mis-feeds 


with Wale FLOATING NOZZLES! 


Having feeding trouble with your 
OFFSET duplicator? 

Cut waste and operating costs — feed 

tissue, card, book paper without mis- 

feeds! 


Shown installed on Davidson Duplicator 


WRITE for complete informa- 
tion and “Pressman's Paper 
Feeding Guide” packed full of 
tips on paper feeding. 


Wale Floating Nozziles* 
300 Broadway, San Francisco |1, California 


Please send information on Wale Floating Nozzles 
for offset duplicator and FREE COPY 
of ‘'Pressman's Paper Feeding Guide'’ 


Name 
Company 
Address 


City and State 


*Manufactured by Roller Press, San Francisco 


128 


machine 


the de 


by other machines. The Frider 


permits the salesperson to enter 
tail ot 
all identify 


ection, ineluding 


clerk 


each sales transa 


ng data, such as num 
ber and 


10-key 
tape 


department number, on a simple 
keyboard. Data prints on a paper 
becomes the original source 


audit of 


which 
the trans 


the 


locument and an 
action. At the 


automatically punches selected data on a 


same time machine 


tape which at the end of the day is sent 


to a tape to-card converter to be auto 
matically transferred to tabulating cards. 
sorted to 
sales distribution, by clerks, de 


Unit 


Cards may be automatically 
provide 
is avail 


partments or merchandise, 


able with or without eash drawer. 


ACCOUNTING MACHINE TESTER 
American Automatic 
2323 N. Pulaski 


automatic 


C0... 
[ll., 


for the assem 


Ty pewriter 


Road, Chicago 39, 


makes an tester 


bly line testing of accounting machines 


which delays feeding the next 


until the 
of the pre 


problem 
machine completes the cycling 
problem. The tester 


ceding 


automatically adjusts its timing to the 
the the ac 


machine, sufficient 


completion of problem by 


counting and stores 
problems on its activating record to give 
40-minute test. 


the 


Separate 
the 


complicated adding and subtracting fune 


each machine a 


problems test machine on less 


tions in which no automatic cycling ad 
The 


actual hand 


justment is required. automatic 


testing equipment simulates 
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QUICK RELIEF 


FOR OVERLOADED 
SWITCHBOARDS IN 
OFFICES and PLANTS 
PLUS 
EMERGENCY SERVICE 


WHEELER 


SOUN POWERED 
leetric 
TELEPHONES 


@ No Batteries 

@ No Outside 
Power 

@ No Maintenance 


| 


Write for folder 


the WHEELER insutateo wire COMPANY, INC 
Division of Sperry Rand Corporation 

1106 East Aurora Street, Waterbury 20, Connecticut 

In Canada: Sperry Gyroscope, Ottawa Ltd., Ottawa 

JWHS5D 


4-WAY SORTER 


For sorting all kinds 
of office papers prep- 
aratory to final filing 
or posting. Can be 
used in four different 
ways — one side has 
alphabetical and daily 
leaves the other side, 
monthly and numeri- 
cal, 


The Sorter is only 4" 
wide and light-weight, 
made of hammertone 
finished aluminum with 
spring aluminum alloy 
leaves and rubber feet 
STYLE SIZE LENGTH 
L-31 Letters 26"" 
C-31 Cards, Checks 25 
C-21 Checks 16" 
* your joesn't have the Amfile Sorter in 
stock, send his name end we'll see that you are 
supplied promptly 
Write for Illustrated circular 
AMBERG FILE & INDEX CO. 


to! Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


A Desk 
Rack is 
available, 
to affix 
any 
Sorter 
to a desk. 


WEIGHT 


24 o1. 
18 oz 
12 oz 


aeaier 





Systems 
Sorting 
Service 








SCHWAB’S NEW 
FIRE AND BURGLAR 
RESISTING WALL SAFE 


a,  & 
(SCHWAB | 
\ Ft 7 


Certified Label at- 
safe is 


The Schwab 
tached to the door of each 
Customer’s guarantee 
has been 
protection, at 1700° temperature. 
Dimensions: Wide High 
Outside 13% 10% 
inside 92 6 3 
Finish Smooth Gray—Shipping weight—-50# 


THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 


your 
that this wall safe 
furnace tested for one hour fire 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic 
ally odorless. Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 galion 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Galion Cans 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid. 


Our lithograph cans or your own can 
—you supply the labels, Write now for 
our special discount sheet. 


- AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N.Y. 
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Now 
to serve you 
better... 


THIS ISHame 


New Mt. Olive, Illinois 
Branch Plant Opened 


To provide the fast, complete service for 
dealers thot is such an important part of 
Hano policy, we have opened our new Mt 
Olive plant where manufacturing, shipping and 
other service facilities ore now starting opera- 
tion. Now being equipped with modern 
Hono machinery and staffed with men who 
have dealer know-how, the new Mt. Olive 
plant will help Hano dealers provide better 
service and reolize better profits 


Complete shipping service for 
Hano dealers on 


* Autographic Registers and Forms 

* Snap-o-Part Forms 

* Continuous Forms 

* Continuous Carbon Interleaved Forms 
* Tabulating Forms 

* Stock Forms 

* Record-keeping Accessories 


INVITATION 
Ask for the new 6-page folder “This is Hano” — judge 
for yourself how Hano Dealers mate profits on the 
Complete Line. Some Dealerships open in the 
South, Southwest and Midwest for established 
stationers 


Shane Comp 


General ond Sales Offices Worehouse and Branch Plant 
HOLYOKE, MASSACHUSETTS MT. OLIVE, WLimols 


inc 





key operations of an experienced oper 
ator, without the possibility of human 
error. Rubber-tipped keybars are con 
nected to individual pneumatic bellows 
that open and close according to the 
coded perforations on the problem record 
roll. The pneumatic system used in the 
tester is similar to the Auto-typist mech 


anism, 


PACKAGED, PRICED TAGS 


Dennison Mfg. Co., Framingham, Mass., 
is pre-packaging Shipping Tags, Marking, 
Metal Rim, Printed Sales, Identification, 
and Waterproof Locker Tags in strong, 
transparent polyethylene bags. The Den 
nison Vue-Pakt line includes 28 numbers 
in popular styles, colors, and sizes. Pack 
ages contain 50 or 100 tags; retail prices 
range from 40c to $1. Particularly suited 
for self-selling, Dennison Vue-Pakt units 
feature attractively printed and price 
marked bag tops. The top is punched so 
bags can be hung on rack or hook dis 
plays. Vue-Pakt tags eliminate loss 


— 


The MODERN Cover 
for the MODERN office! 


@ 9¢..” Fits Any Machine 


Folds Flat 
Instantly 


“FITS-ALL” 
the FOLD-AWAY Office Machine Cover 


Handiest, handsomest cover you've ever 
seen! Unique pleated construction fits 
practically every iype of office machine 

. . goes on and off in an instant 
folds flat for neat, compact storing when 
not in use. Featherweight, long-lasting, 
economical 
Fits typewriters up to 14 inches office 
machines up to 22 inches wide on short 
length. Special sizes available. 

At better Office Supply Dealers 


Mfd. and Distr. by 


BUDLEW PRODUCTS CO. 


Div. of MAUREEN MFG. CO. 


Dept. M 
3535 W. Cortiand St., Chicago 47, Ill. 
Formerly Mfd. by Finke Mfg. Co., Aurora, Ill. 
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through handling, soiling and broken lots 
The 


desirable 


easy-to-handle equally 


bin, 


packages are 


for counter veg board 


meen 


+ 
SHIPPING TAGS 


The new packages provide eon 
venient for turn 
and profits through impulse 


displays. 


retail units increased 


over and re 


minder sales. 


MULTIPLE STAMP 


& Assoc., Box 
makes a Daily 


150] 
Dozen 


Osmond Pence 


Little Ark., 


Rock, 


HAND STAMP ONLY 
FIRST CLASS gy 


pin PARCEL POST 


SPECIAL DELIVERY 
FOR DEPOSIT ONL y 


po NOT BEND 


jun STAMP ONit| 
SPECIAL HANDLING! 
00 NOT BEND. 
‘PLEASE, REMIT. 


VIA AIR MAIL 


Rubber Stamp which contains 12 change 
able 1%” 


ing and billing. 


lines for use in mailing, bank 


Stamp costs $1.98. 


DESIGN OF SAFE INTERIORS 

Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, Ohio, offers dealers a free 
interior aid thei 
utilization of 


design service to r cus 
the best 
safe. Dealer 


model 


tomers obtain 


submits cus 


space in a 


tomer’s requirements, and color of 
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FOR HUNDREDS OF PERFECT COPIES. . 
never CONQUEROR 
SPIRIT we 


DUPLICATOR _(% 


Write for information: 
The HEYER Corp., 1821 8. Kostner, Chicago 23, Ii! 








Typewriter 


PARTS 


Illustrated price list on request 


ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. J. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS sascitre 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 
PROBLEMS 


3 PHONE “‘Sowveo 


I. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—anoisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic 
tating machines. 

Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 








New York 16 








Its 442 Simple 4s 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


© At Less COST 

¢ Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 





THOT extent: 
eee ’ As eso . 


Bos Jodshic + +s 





DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS 


132 


sufe ré 

irawing of the exa 
ment for the customer’: 
More about this 


called ‘‘ Interiors Unlimited,’’ ean be 


Tree service, 

had 
1 

Trom above address 


PORTABLE TELEPHONE 
Wheeler Insulated Wire 
Sperry Rand Corp., 1106 E 
Waterbury 20, Co , make 
munipak, a 


contained tk 


Co., Div. 
Aurora 


the 


ot 
est. 
Com 
self 


unit 


portable 


lepho communication 


designed for ‘ lense, emergency, 


and a de range of special service and 


mpact 


ny unit consists of 


auty cable reel 
rubber-covered 


d basically 


with 250 ft. 
Wheeler 


phone handsets 


of installed 


sound powered 


candle 


two 
té le 


and 
electrie 


equipment is always 
nstantly ready for service, requiring no 
to outside 


ce j self renerates 


pa 
the 
mission, 
to 


required ) ts trans 
theré 


rioration, Commu: 


since 


dete 


are parts sub 


pu hk, 


indefinitely 


ect units 
cun 


remain on ‘‘standby’’ 


with assured availability when needed 


pro 


nversation even 


onnections 


Heavy duty Siip-rir 


| r . — 
VICE or LWO-Wway 
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National Biscuit Co. 
uses The DENOMINATOR 
to analyze National Sales! 


How many Ritz Crackers, Premium Saltine 
Crackers, Fig Newtons Cakes, etc., were sold 
by National Biscuit Co. today? To answer 
the question accurately, tabulating clerks in 
each district office —working from agency 
sales sheets—quickly and easily record the 
units sold on The DENOMINATOR by kind 
or type. 


National Biscuit Co.'s Philadelphia Distribution 
Depot showing two 60 Unit, 5 Step Denominators 


Daily totals are subsequently recapped into weekly and monthly sum- 
maries for review by Management. 


What's your counting-sorting problem? For further details and literature 


write Dept. O-51. 


The DENOMINATOR COMPANY, Inc. 


261 


JCM JCM JCM JCM JCM JCM JCM 


BROADWAY, NEW YORK 7, N. Y. 


JCM JCM JCM JCM JCM JCM JCM JCM 


“BINDERY MAGIC” with the New JOM 


“BINDER-MATIC” 


MAKES FINISHED 
BOOKLETS 

IN SINGLE 
OPERATION! 


Stitches 


Jogs ; 
Pre-Gathered 


Folds 
Sheets 
LATEST JCM ACHIEVEMENT 
you save bindery 


to help i 
BINDER-MATIC" - 


costs! 


combines with your present hand or machine 
and this almost magico/ 


Just throw in gathered sheets, 
machine jogs, stitches and folds them 
booklet in seconds! 
weights. Jogger, folder, 
independently 
tion. . 


CORPORATION 
One Curry Lane * 


Puke Ovrwce— July, 1955 


into a finished 
Even handles different colors and 
stitcher may also be operated 
of each other. Compact, rugged construc 


. attractive grey Hammerloid finish 
WRITE TODAY for 


J. CURRY MENDES 


Canton, 


collating @ SPEED—up to 4000 per hr. 
@ SIZE—6” « 7” to 11” x 17” 
@ CAPACITY up to 64 pages 


@ STOCK—all types, 12-100 


ib 

@ FOLDS—biade, accordion, 
tuck-in, poralle| fold 

@ SIZE: 6 ft, long, 28” wide 


full details ar rices 

Western Office 

00 S. Clintor 

Eastern Office 
E 29th St 

West Coast Off 

#26 8. Hope St 


Mass 








FILE "EM FASTER... 
FIND "EM FASTER! 


MIM-E-O 


VERTICAL 
STENCIL, NEGATIVE 
& MASTER 


FILES 
ABA 
SIMVLIFY your filing 
of Stencils, Offset Negatives 
and Masters! Patented MIMEO Spring 
Clips hold 2 at a time fave space, 
identify contents of a glance A size 
for every office, to hold from 50 to 1000 
unite. WRITE TODAY for illustrated 


Brochure. 


MIM:-E-O STENCIL FILES Co. 
1219-21 W. Chestnut St., Chicago 22, Ill 





A fine tow cost spirit duplicator only 
$74.50 plus $4.47 tax complete wtih free 
supplies. Prints post card to legal size 
8'/o x 14 in from 1 to 5 colors at one time. 
40 to 60 copies per minute. Prints with- 
out ink and over 300 copies from one 
master. Also supplies fluid—stencils— 
masters—colored carbon paper—printed 
masters—stainiess masters. 


Write For Free Booklet 


SPEEDLINER COMPANY 


4404 N. Ravenswood Ave. Chicago 40, Ill. 
LOngbeach 1-3938 








PACE SAVER 
secra-type 


by WORDEN of HOLLAND 


242 ST Desk 42" x 32 
Patent No. 2133807 


WRITE FOR CATALOG AND DETAILS 


WHEN THE ORDERS POUR IN... 
CAN YOU GET THEM OUT? 


There’s big business ahead and with the 
scarcity of good office help many offices are 
getting snowed under. Do you know the new 
equipment and techniques that enable fewer 
people to handle more volume? Learn all about 
them at the 


NATIONAL BUSINESS SHOW 


OCT. 24th THRU 28th, 1955 1-10 PM DAILY 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York 
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while cable is being unreeled. All parts 
of 
mercial telephone quality, well able to 
field Tele 
moisture ecorro 


and components are standard com 


stand up in constant service. 


phone parts are of and 


sion-resistant construction throughout. 


Literature from above address. 


BANK BOOKKEEPING SYSTEM 

3urroughs Corp., Detroit, Mich.; Todd 
Co., Rochester, N. Y., and Addressograph 
Multigraph Corp., Cleveland, Ohio, jointly 
announced an automatic bank bookkeep 


ing system which uses an invisible code 
placed on checks as a by-product of regu 
lar printing. Machines automatically read 
this checks. Amounts 
be checks as a by product of 
proving. Simple automation methods will 


he banks fully 


electronie systems for larger institutions. 


INDEX NUMBER TABS 


Slides Co., 132 


code to sort ean 


coded on 


available to small and 


West 
ma kes a 


tabs 


Color 
York 1, N. Y., 
Number 


pressure 


Universal 
New 


Universal 


32nd St., 
line of 


which 


tive 


Index 


are pre-perforated and 


to stick to any surface without 


sensi 


{; 1 


moistening, Tor hiing, 


They are easily picked up fron 


indexing and cata 
loging. 
the 

moved 
Printed in 


SoU, 


protective backing, and ean be re 


transferred many times. 
from 1 to 


sheet, in red, 


and 


eonsecutive order, 


with 170 to a green, 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 





AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


M! CARBON COMPANY 
GENERAL OFFICES e¢ SKOKIE, ILL. 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 


CAN-PROG,.. 


ru mown oF 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brak: 
Casters which allow the lad 
der to he rolied freely when 
no one is on it. When you 
step on the tadder the rub 
ber cushioned tegs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 


prices 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, fii 














Genuine Engraved 


FREE DESIGN 
FREE PROOFS 
Free DIE 


AUST MALL US YOUR 


AO.WITHIN 5 DAYS. NO OBLIGATION. 


Dewberry Engraving Lo. 
801 80 3 IREET- BIRMINGHAM 5 ALABAMA 


A 
A Lor f ‘ Fine Stationery 





FOLDING MACHINE 


t-O-Mati« 


Tue 


“A WwW. 


OPrrice 


\ 


ast 
the 


est 


s17e 


July 


I 


otor 


Mode! 


" 


ole 


of 


arbon 


ny 


the 


1955 








Mistakes You Can Forget About! 


The hetter and faster you can correct 





mistakes, the sooner vou can forget about 
them! You don't do this with inefficient 
erasers: Girls take more time to correct 
typing and shorthand errors, to remove 
originals and carbons from machines 
often have to do work over 
By contrast you SAVE with Weldon 
Roberts Erasers. Ff xactly suited 
shapes and textures for your re 
quirements, calm stenos’ jitters, 


whisk away errors quickly, cleanly ASK YOUR DEALER 
Wi LDON ROBI RY S RUBBE R ¢ 0)... 365 Sixth Ave GS Newark ri 
World’s Foremost Eraser Specialists 


JET ERASER. Convenient, cylindri 


‘ . 
cal stick eraser in attractive, trans , 
parent holder Tip unscrews f 








eraser can he moved outward. Pocket 
clip style No. 825, red rubber, for 
pencil erasing; No. 827, gray rubher 
for erasing ink and typewriting Correct Mistakes in Any Language 
Whisk Brush style for typists No 
8250 (red) and No. 8270 (gray) 











3 popurar LABELING pPropucrs 


— PERMA-STIK, the self-adhesive tube or strip-like 
label holder that is now open on three sides for 
greater utility. It will hold a card many times 
its own width. Very easy to use 
FOR ar AND SHELVES—Available in three sizes 
PS-/2 "*6’’ 30c ” ft. PS-34 34/'x6” 35c per ft 

PS-I 1"' x 6" 40c per ft 











FOR RING BINDERS 

Smooth finished, durable metal construction 

celluloid window protects and keeps label clean 

Neat uniform appearance—iasts indefinitely 

80-1 for 1” Ring Books 25¢ each 
8$0-1'% for 1/2" Ring Books 30c $0-2 for 2” Ring Books 35c 











FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back binder. Will not warp or curl—made to 
Slip-On an size post 
pad ‘ | $0.20 each 
25 each 
30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
West po Distributor: Arch K. Anst 
ee 71 2nd St., San Francisco 5 . 
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NEED 
VACATION 
HELP 


? We'll send you our bonded, 
insured employees to get 

your jobs done while your girls 

are on vacation. We pay them. . . 
handle all details . . . save you money. 
~e deste — enjoy your own vacation. 


™ Tit 5555 Bots Call nearest office 


"diate: inc? 


Dept. T.0.-7, Milwaukee 3, Wis. 
Nation's Largest Complete Business Service 
Over 50 offices Coast to Coast 


Manpower, Inc. 





not quite a complete picture . . . 


because we can't illustrate the unparal- 
eled convenience and maintenance 
economy, plus the maximum security, of 
fered by TelKee—the only really ‘‘com- 
plete’’ key contro! system—or that it's so 
easy to set up and operate too. But we 
ts if you send 
0-2! today 


can give you all the fac 
for our FREE catalog No 


er 


The MOORE KEY CONTROL Systems 


PO. MOORE, INC FOURTH AVENUE, NEW YORK 10,N_Y 


)38 








Bring it up to 
date with... 


ith’s 
OPNWINDO 
Steel Guides 


or expanding outgrown filing sys- 
ems. This movable clamp-on guide has 
Ol other office uses to save time and 
rove your filing 
vailable in | or 2 inch widths. Packed 25 to 
box with labels in strips for easy typing. Also 
alphabetic labels to 200 sub- 
divisions 





Vaue OMtea ¢ 


S CHARLES C. SMITH, INC. 


a ( omplete Ling 
and Ind x 


For Mor Than 50 Y cars 
of Time-Saving Signals 


J.A.HEINRICH 


DANKERS 
HAMBURG t11 


GERMANY (Western Zone)establ.1905 


ACCESSORIES. 


iio ame || Mmeojsnie-Maskelolial-s) 
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bank in numerical order with a tabulated 
list showing which checks are cleared and 
3ank 


includes key 


those outstanding. reconcilement 


service also punching the 


into the ecard, 
FOLDING LECTERN 


Leetern Co.. 123336 
Mich., 


leetern 


amount 


Detroit Kerchevs 
Ave., Detroit 15 


weight, folding table 


makes a lig 
It ean be 


easily carried by a speaker and set up 


¢. a 


at Ye* ' 


anywhere. Leetern is made of plywood, 


properly proportioned and attractively 


finished; costs $19.75 Canvas e¢arrving 


ense 1s $7.50, 


SHELF-FILE UNIT 


Main St., Brooklyn 
letter 


S1Zes 


Cel-U-Dex Corp., ] 
1, N. Y., makes Shel-File 


and in 


units in 


wide) and legal (15” wide 


lengths of 18”, 24”, 30” and 36” 


Shel 


Rach 


s shipped knocked down and is 


for all standard shelving. 
File unit 
easy to assemble by snapping the par 
titions into the steel base. 


Hol-Dex 


is included for indexing. 


A supply of 
label holders 


Literature from 


pressure sensitive 


abov e address. 
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6332” All-Purpose Favorite 


r 
all office jobs on 


MIMEO and 
SULPHITE 


because 


* Very black, excellent all-purpose 
ink 

® Uniform jobs on open or closed 
cylinders 

® Laboratory controlled for all 
climates 

@ Will not clog cylinders or pads 

@ Safe for all stencils 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N. HALSTED $T., CHICAGO 22, ILL 








OFFSET PLATEMAKER 
n Type Founder 9 


er 


Customers 
tell us 


our 


Pull 


Fasteners 
are fun 


as well as 











Schlegel Pull Fasteners are lengths 
of tough ribbon tape, looped and held 
with a sturdy washer and two knots 

They're ingenious things used since 
1925 by lawyers, banks, architects, 
railroads, offices of all kinds to keep 
correspondence, records, and draw 














ings together. 
Easy te vse —They slip tight, hold fast, 
loosen in a jiffy—but only when you 
want them to 

They keep papers together without 
tearing or crimping edges, in fact 
they keep all kinds of things together 

But, Schlegel Pull Fasteners will 
not fire spitballs, cannot sting youth- 
ful secretaries, have no known office 
sporting value 

They come in 14 sizes, cost almost 
nothing, last so long it's hard to 
measure their life. Mail your orders 


dur 

to kes p 
investment 
nits, takes 
How Schlegel Pull Fasteners Work , ; Pes : 
me ntor mortio = 


—= j ' << af ' U us I { it ature on th ad 


‘ ee \ \ and r offset equit n free fron 


nam " TRANSFER FILE COSTS 


Ou, 

















mmm t Werner’ Mfg (4 ii 


¢ 


bSchlegel oisiasiec) 


/ The | et sses the 





Industrial Textiles Since 1885 is 
“Complete engineering service against weather” ous types of files, pointu 
fits of eacl 
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~~, HERE'S THE SECRET! 


OF — INCREASED EFFICIENCY 
— REDUCED FATIGUE 


— GREATER WORKING 
COMFORT 


; : 
BP seg nance Cushions pay for them 
a + ver people must work stand 
oe gy is no secret but just common 
a poe be. helping to relieve bodily 
| goal ensions, they enable users to 

in greater comfort. Fatigue is reduce 
with a resulting increase in eft beac; — 


Foot ¢ nf 
omfort Cushions have a firm 


m lde« Sp nye UDDC!I base whi I I 
ins ann I } , oT € 
in Gistri i . voay wel ) I} 

i } 


tributes 0 
body weight, surface is smooth, colort 
h olorfi marbleized 


reduces strain and 
fat bbe ody ; 
MATS: 18 x 30” atigue rubber tile lifetime-bonded I 
’ 18 x ”“” “ cle for safety | 
R AS & M0", 24 x 36 = = 
_— TO 36” width, ony length. cain ) 
DEALER, or write: FLOORING Div, Dept. C-7 for 
DEALER, or write: | ING DIV., Dept. C-7 for ‘ions Colors go clear thr h tl 

and cannot wear off. Pe ee 


Firm 
2 sponge base dss- 


bas All edg | | 
e. All edge are beveled for safety na 
pad age Foot Comfort Cush ale 
“8 ismions are 
available in 8 marbleized color r 
r combina 


“7 ‘ , 


ERED FOR THE REQUIREMENTS 
NESS MACHINE SERVICE 


rouble- 
(1) the 


d for the application, 


ENGINE 
OF BUSI 


A Lamb Electric Motor is y° 
free operation in business 
motor is specially engineere 
thereby providing exact mechanical an 
requirements (2) it is built of quality mate 
highest manufacturing standards (3) it represents 38 
years of experience in the small motor field 
The Lamb Electric Company ° Kent, Ohio 
In Canada Lamb Electric — Division of 
Sangamo Company Ltd. — Leaside, Ont. 


? nb Elecliic 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 


ur assurance of long, t 
machines because 


d electrical 
rials to the 





The 
Handiest 
Gadget 


precision 
pencil 
sharpener 
and tape 
| dispenser 
“COMBI” 





A new idea in a desk accessory 
for OFFICE or HOME. 
Any small roll of tape will fit into the base 
(up to %*" width). 
A most practical combination for EVERY DESK—a 
perfect point with a twist of the wrist. Ask your 
stationer, or write to 
FRED BAUMGARTEN, Dept. X-7, 
STATION F, ATLANTA, GA. 





ATE 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide: $1775 


TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


4209 39th Street, N.W. 
RITE-LINE CORP. Washington 16) 0.C. 











MASKING and 
SET UP TIME 


SLASH 


wae he BASE LINE 


MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


For MULTILITHS 
No. 1200, 1300, 50 
DAVIDSON No. 221 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line Mask- 

ING SHEET! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 


INTRODUCING ...Two keytops 
that will fit all typewriters listed, 
You profit, by cutting your inventory 
and save more on the low prices. 


——EE 





The new “UNIVERSAL” (left) for — 
Remington 17, KMC, Superwriter, 
Noiseless ; Underwood Noiseless ; 

L. C. Smith 2A, 6A, 7A, 8A; Royal KMM, 
KMG, HH; Underwood SS, 150; 

R. C. Allen and 1.B.M. In green only. 

The “KEY COVER” (right) for— 
Remington 10, 12, 16; L. C. Smith 8 to 1A; 
Royal X, SX, K, KHM, KMM; Underwood 
5, 6, 11, M, S; Woodstock. In grey, green. 
PRICI 1 set, $2.25; 12 sets, $2.00 e€a.; 
50 sets, $1.95 €a.; 100 sets, $1.80 ea. 

No discounts under 12 sets of any one style. 


PEARL ENGRAVING CORP. 








el — 


142 


36 West 29th Street, New York 1, N.Y. 
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LECTURE EQUIPME ° 
Reynolds Metals eg om al 3rd if you knew he was coming 


a Louisville 1, Ky., _— a free book YOU'D HAVE BAKED 


et containing plans and instructions for 


making leeterns, flannel board, carrying 


, a] 


cases, easels, stool, projection stand and 
speaker’s timer. All equipment, made 
from Do-It-Yourself Aluminum, is at 
tractive, economical and portable. 


INDEX GUIDES 
Charles C, Smith, Ine., Exeter, Nebr., 


announces a wood display rack for As : Secretar) 


dealers which contains a selection of 1” who takes pride 
in her work, you 
are naturally 
grateful to the 
Salesman for in 
troducing you to 


PEERLESS IMPERIAL 


NO CURL NO SMUDGE 


CARBON PAPER 


Because this fine carbon is so clean, so 
sharp—with a wonderful extension end 
that makes handling easy without soiling 
your fingers. In case the Salesman does 
not show up today, telephone your Dealer 
or write to us for free sample sheets. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 
; “= 36 Peerless Place, Newark 5,New Jersey 
and 2’ Opnwindo Guides. Each box of 
ox : N.Y. Office: 13; 110 Fromklin St 
25 guides contains plastic windows and 


blank labels in perforated strips for : Detroit 18, 37 Linden St., River Rouge, Michigan 
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TYPE CLEANING MADE EASIER 


with the omazing 


Typists ond business 
machine operctors wont 
Norte Plostic Type Cleoner 
t's ery 10 vie — no moms 
— no liquids to spill 
*MORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 
NORTA DISTRIBUTING COMPANY 
————« 1165 Broadway, New York 1, N. Y¥.——— 
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@ BooxKeerinc 
@ CALCULATING 
@ ACCOUNTIN 


7 repaired of re- 
conditioned. Write for 
current prices 


460 BROAUWAY. REW YORK 13, N.Y. 


Since 1927 WO 4-1240 © cable: Hudymah 


NEW ADDRES‘ 


International Cash Register & Parts Co. 


, a EVERGREEN ST MT PROSPE Y 





of the 
rs on the 
salesperson’s 


on fron 


TYPEWRITER FANFOLD FEED 
Moderne Forr: rsutstvr A. S., Don 
ikes the 
ent for 
s. It can 
writer ofr 
carbon 
operate 


weight 


rect ope#ation of the writing 
ooth perfor 


iv runners on 
n 


ance 18 assured 
stainless 


used 


typewriter may be 


desired 


quickly 


Cause 


detached and machine 


leaiers ¢ above 


yr 


WHEN YOU CHANGE YOUR ADDRESS send us both 
old and new addresses. If we receive change less than 
six weeks in advance, there's an issue on its way to 
your old address The post office does not forward 
copies unless you provide forwarding postage 
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‘““Paper Punches Every Office Needs!’’ 


CLIX 
1-HOLE 
CLIX -—™ PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean '4" hole instantly in paper, light 





brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 


MODEL 3.. Punches 5 holes display carton. 60 cent list. 


4" dia., spaced 4%" on cen- eis 
ters, 4%" from back binding s 5 MODEL 100 
edge - standard spacing . tis : 
11" x 814" sheets _ | PAPER PUNCH | 


Punches 4" 
hole, '4" from binding edge 


Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


WESTERN REP.— HARRY HENKEL ASSOC, 1355 MARKET ST., SAN FRANCISCO 














Your paperwork problems with an integrated 
management service. A plan that offers all 
or any one of the following services to assure 


your company timely quality paperwork at 
minimum costs 


PAPERWORK MANAGEMENT AND WORK SIMPLIFICATION SEMINARS 


SYSTEMS FOR: Forms Control and Design 
Reports Control 
Correspondence Management 
Operating and Policy Manuals 
Mail and Files 
Streamlining Creation of Records 
Proper Use of Office Equipment and Space 
Disposing Non-Current Records 
Operating Record Depositories 


WRITE MILTON REITZFELD, PAPERWORK SPECIALIST, ATs: 





2233 Baylis Avenue 


Elmont, New York 
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of the Office 





CIA Officers 
tobert N. Wallis, 

treasurer, Dennison 

Mfg. 


ham, 


Co., Framing 
Mass., has 
been elected 
dent of the 
Institute of 
America, 
Sept. 1. He 


> 


succeed C. R. Fay, 


presi 

Con 
trollers 
effective 


will 


and 
Pitts 
burgh Plate Glass Co., who will 
chairman of CIA’s board of 
Stuart W. MeLaughlin, controller, West 
Pulp & New York, 
was re-elected treasurer, and Herbert M. 
United States Rubber 


was named assistant treas 


vice president 


Robert N. Wallis 
controller, 
become 
directors. 
Virginia Paper Co., 
Kelton, treasurer, 
Co., that city, 
Paul 


was reelected secretary ° 


urer. Haase, managing director, 


IASA Elects Officers 
The Insurance Ac 

counting & Statisti 

cal Assn. elected 

James B. Claney, 

who is secretary of 

Royal-Liverpool In 

surance Group, pres 

ident at its annual 

conference, Vice 

presidents are Gor 

James B. Clancy don W. 


Acacia 


Thompson, 
Mutual Life 
Paul Judah, 
Assurance Co.; Carl 8. 
Mutual 
Babcock Jr., Keystone 
Matthew 
Rodermund, Interboro Mutual Indemnity 


Insurance 0.3 Business 


men’s Jones, In 
diana Lumbermen’s Insurance 


Co.: William D. 


Automobile Club Casualty Co.; 


Insurance Co. 


146 


and product ion data 


Middle Management Courses 


New York University begins the ninth 
Middle Management De 


Pept. 


session of its 


velopment Program 27. The pro 


is subscribed to by a number of 
companies to develop executives for the 
middle Sessions 


weeks; 


and upper levels. 


one evening weekly for 14 


is S200 


Coen Joins NABAC 


Charles D. Coen, formerly auditor, Na 
sank & Trust Co. of South Bend, 
Ind., joined the headquarters staff of the 
National Assn. of Bank Auditors & Con 
trollers as assistant in the technical divi 
The addition of staff 
member is a further step in the associa 


tional 


sion. this newest 


tion’s program for ex 


hanks. 


panded service to 
member 


Sylvania’s Data Processing 
Edgar G. Dunn as 
Data 
of Sylvania Electric Products Inc., was 


Appointment of 
manager of the Processing Center 
announced by Leon C, Guest Jr., Sylvania 
The 


construction 


controller. center is in Camillus, 
as ie this 


month for partial operation by the first 


and will begin 


of the year. Mr. Dunn, who was manager 


of internal auditing, will be responsible 


for the operation of the processing and 
12,000-mile private 


tem linking 51 locations across the coun 


communication sys 


try. These plants, laboratories, sales of 


fices, Warehouses, division headquarters 


and executive offices will feed financial 


o the center, where 


t 
it will be summarized instantly for man 


agement. Center will have a Remington 


tfand Univae to process orders and bill 


ing, payables, general and cost account 
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Only genuine 


PLASTICO BINDERS 
have the ARCH 


adds Beauty 
pus Stamina 


PLASTICO 


BINDINGS 


With colorful PLASTICO BINDERS, 
your catalogs and sales presentations 
carry extra sales-power through pres- 
tige appearance plus practical show- 


manship. 
PLASTICO-bound books open flat 


for sales 
literature 
that’s 
‘‘BOUND 
TO 
SELL” ies 


and lie flat, no matter how big or 
thick . . . display their contents with 
full-spread effectiveness. Ideal for 
reference or demonstration—in every 
size from pocket lists to king-size 


swatch samplers. 


WRITE TODAY for full information, plus name and 
address of Plastico Licensee nearest you... to improve your 


@ FINANCIAL STATEMENTS @ ANNUAL REPORTS @ SALESMEN’S 
MANUALS @ PRESENTATIONS @ CATALOGS @ PRICE LISTS @ 
APPLICATION CHARTS @ BROCHURES @ SWATCH BOOKS 


PLASTIC BINDING CORPORATION 4 


Originators of Plastic Binding in America 


132 SHERMAN ST © 
> W. 24th ST e 


CHICAGO 5, itl 
NEW YORK 10.N. Y 








*...and you'll be using a new Clary Adding Machine” 


Over 150,000 modern firms are learning that Clary is a definite plus in getting a 
topnotch office girl, and keeping her. 
For no other adding machine makes her job a joy quite like a new Clary 10-Key or 
Full Key. Clary’s powerized controls answer her slightest touch. Never have multi- 
plication and division been made so easy for her. And fast as her fingers may fly, 
they cannot outspeed the Clary keyboard. (She may not realize this, but “under 
the hood” of her beautiful Clary is some 
pretty wonderful engineering. ) 
By 5 p.m. she and her Clary have done 
a record day’s work, yet she’s still morn- 
ing fresh for her dinner date. Important 
to you...very important to her! 
Look in the yellow pages for your nearest Clary dealer 

or Factory Branch Office. Cail for a demonstration! 

Send for “HOW TO LIVE BETTER ON WHAT 
YOU MAKE.” It's free! Write Clary Corporation 

Dept. O-75, San Gabriel, California 


CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 
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Office Executives Assn. of N. Y. signed to 
hold the National Business Show in the New 
York Coliseum in 1956. Seated are Alwyn W. 
Ogden, OEA president, and James F. Walsh 
representing the Coliseum. Standing: Charles 
B. Haverin, show committee chairman, and 
Rudolph Lang, managing director. 


ing; research and engineering problems, 


including simulation; and market re 


searen., 


Traveleards for Car Rental 
The Rent A 


extend privileges to 


Hertz 
credit 


will 
holders of 
American 


Car System 
Traveleards sponsored by the 
Hotel Assn., it was announced jointly by 
Stedem, presi 
Hertz, Chieago, and Charles A. 
Horrworth, AHA executive 
dent. More than 900 Hertz 
over 600 cities throughout the U. 8. 
will 


Joseph J. executive vice 
dent of 
vice presi 
stations in 
and 
Canada participate in the plan. 
There are about 50,000 company and per 
sonal Traveleards outstanding. The na 
tionwide credit system is sponsored by 
more than 3,500 AHA members. Extend 
ing the ecards’ use to car rental will aid 
thousands of two 


travelers, since about 


thirds of car renters are out-of-towners. 
The plan will simplify record keeping by 
businessmen who step off a train or plane 
into a rented car, and drive it as their 
own during their stay in a hotel. 
Traveleard can be 


poses. 


One 


used for both pur 
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NSA to Hear U.S. Treasurer 


Mrs. Ivy Baker Priest, Treasurer of 
the United States, will be the keynote 
speaker at the 10th annual national con 
vention of National Secretaries Assn, in 
July 20-23 Among the 


Plus Three 


Chattanooga, 
will be a 


sessions 


scheduled 


Formula panel: secretary plus educator 


plus management equal success. Top 


representatives from business, education 


and the secretarial field will participate. 


National Conference 
& Exhibit Calendar 


American Assn. of Hospital Accountants, 
Indiana University, Bloomington, Ind., 
July 10-15. 

National Secretaries Assn., 
Chattanooga, July 20-25. 

Assn. for Computing Machinery, Uni 
versity of Pennsylvania, Philadelphia, 
Sept. 14-16. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, 
Oct. 1-5. 

National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. 10-13. 

Systems & Procedures Assn. of America, 
Sheraton-Cadillac Hotel, Detroit, Oct. 
10-12, 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 16-19. 

National Business Show, 69th & 7Ist 

New York, Oct. 


Hous , 


Read 


Chicago, 


Regiment Armories, 
24-28. 
Insurance Accountants Assn., Shoreham 
Hotel, Washington, D. C., Oct. 26-28 
National Business Forms Associates, 
Edgewater Gulf Hotel, Edgewater 
*ark, Miss., Oct. 28-Nov. 3. 

Controllers Institute of America, Statler 
Hotel, Los Angeles, Nov. 6-9. 

Industrial Management Society Time and 
Motion Clinic, Sherman Hotel, Chicago, 
Nov. 9-11. 

American Statistical Assn., Biltmore Ho 
tel, New York, Dee. 27-30. 
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Women 


Billers, machine: 
Billing M@chine .ceccccccesssccsscaces 
Bookkeeping-Machine ..coscccesessosees 
Bookkeeping-machine operators: 


Class A ccccececscvccsssessescesseseses 
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Comptometer OperatorS wesrececcseveseseses 
Duplicating-machine operators ..cevsceseces 
Key-punch operators cecosccceccceeseccoees 
OFTice Mirls csseccccvccsssesccssevsecsesces 
SECTETEFIES secccccecscessssesssesessesess 
Stenographers, GeNEral ceccccesesccesecess 
Switchboard operators cescecscvessesveseses 
Switchboard operator-receptionistS ceceeee 
Tabulating-machine operators .eccccceseces 
Transcribing-machine operators .ecoecsccece 
Typists: 


Class A coccesccccvesecsssessecceccese 
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The above are preliminary 1955 will be available later in the year 
figures just released by the regional A report on wage differences and 
directors of the U. S. Department employment practices for 17 labor 
of Labor’s Bureau of Labor Sta markets in 1953-54 is now avail 
tistics in the above cities A final able from the regional offices of the 
report, giving more detailed anal) Dept. of Labor or the Government 
sis of some 17 labor market’s wage Printing Office, Washington 25, 
and salary structures, and contain D.C. It is titled Wage Differences 
ing information on supplementary and Establishment Practices, Bulle 


benefits and personnel practices, tin 1173 and is 35¢ a copy 
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ATLANTA LOS ANGELES PORTLAND,ORE. 
Hours Pay Hours Pay Hours Pay 
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RELATIVE PAY LEVELS FOR OFFICE WORKERS IN ALL INDUSTRIES, 1953-54. 
NEW YORK CITY 100 
(The following are index figures—not sums of money.) 


AREA TOTAL MEN WOMEN AREA TOTAL MEN 
Detroit 108 118 107 Denver 99 
Los Angeles 107 114 106 Atlanta 99 
Chicago 106 itt Minneapolis-St. Paul 9 
San Francisco-Oakland 106 itt Philadelphia 9 
NEW YORK CITY 100 Dallas 98 
Newark-Jersey City 106 Boston 93 
Milwaukee 108 Memphis 99 
Portland, Oregon 106 New Orleans 93 
St. Louis 104 Average of All Above 103 
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the Industry 





Pitney-Bowes Executives 


Pitney - Bowes 
Inec., announced 
that Willian | 
Bernart, executive 
vice president, was 
elected to the new 
oftice of! 


president 


senior vice 
and 
placed in charge of 
th new engineering 
division. John H. 
Pratt, Jr., vice 


ident for manufacturing, 


William F. Bernart 
res 

was elected ad 
president, also a new 
Allen, 
president for 
Pratt 
Walter 


pres dent, who said that 


ministrative vice 
office. Frederick T 


manager, was elected ce 


production 


manufacturing, succeeding Mr. 


The elections were announced by 
H. Wheeler Jr.. 


Mr. Bernart will continue to act for the 


president in his absence, but will have 


‘ 


‘as his primary responsibility the carry 


ing of new products all the way from 


the conception stage to actual produe 


tion.’’ 


Typewriter Sales Manager 
Matthew FE. 


has been appointed 


Meek 


national sales man 


ager of Underwood 
Corporation’s type 
writer division. Be 
fore his new assign 
ment to head up 
sales activities for 
the company ’s elee 
tric, manual and re 
Matthew E. Meek 
Meek 


president. He 


tail portable type 


writers, Mr. was assistant to the 


joined Underwood a8 f 


152 


clerk in the New 
1948 
University 


receiving and delivery 
York office summer of 
Upon graduation Yale 


n 1949 he entered the Philadelphia serv 


during the 
tron 


ice department and was later transferred 
to Seranton, Pa., as 
Mr. Meek 


Company s New 


service supervisor, 
became a with the 
York office following his 


then advanced to mana 


salesman 


Army discharge, 
ger of the 
1 


Youngstown, Ohio, branch and 


o regional manager at Baltimore. 


Eagle Pencil Management 
Herman Price, 
] 


general manager of 
Pencil Co, 


tor more 


Kagle 
than a 
quarter - century, 1s 
giving up active 
management but 
will continue as 
and 


vice president 


. a director, it 
Rolf J. Thal announced by 
fred ©, 
succeeded as gen 


Rolf J. 


past 20 


Berol, presi 
dent. Mr. Price 
eral manager by 
ciate for the 
cent 


was 
Thal, his ASSO 
years and in re 
assistant general 


Mr. Thal has 


years manager. 


been active in domestie 


Herman Price David E. Price 
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World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


SIntoducing 
SPEED-O-PRINT’S 


LIBERATOR MODEL 3OO ELECTRIC 


SPEED-O-PRINT CORPORATION . & 
1801 W. LARCHMONT AVE. @ CHICAGO 13, ILL. Ae 


w7 . 


% 
ae, 


ere 


é 


, = 


= ¢ 





You can increase your office efficiency— 
save money—with VICTOR TIME SAVERS... 


Saves time for salesmen or executives—Victor Recordex 


Victor Recordex is always handy 
on your desk, in your drawer, or in 
your briefcase. Twenty 8x5 pockets 
hold 20 or 40 records. Protected 
visible margin permits use of Victor 
colored signal system. Victor stock 
card forms cover most any record 

Perfect for record summaries, 
department records, sales, personnel, 
or any of a dozen different types of 
records. Available with or without 
removable pockets. Mounted in a 
durable gray pressboard folder with 
center guide tab 


Speeds up all office sorting and 
temporary filing—the Victor Sorter 


Sorting is an easy one-hand operation 
The 25 adjustable dividers shift with vary 
ing volumes. Protected tab labels hold any 
index. Check or Letter size in gray enamel. 


Keeps order...saves time— 
the Victor Scrapbook 


The all-purpose scrapbook in 12 sizes. 
Holds contents neatly without getting 
bulky. Quality construction throughout 
makes this your most practical scrapbook. 


TURN THESE VICTOR TIME SAVERS INTO MONEY SAVERS FOR YOUR OFFICE 


See your Victor Dealer or write to: 


: VICTOR SAFE & EQUIPMENT Rlemington Bland 
aM 


Vile@te)) 
ss 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 
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operat ons of the e 


ured importantly in velopment of 


Kagle’s export business. He has also 
heen a key figure in the velopment of 
their manulacturing§ tae 

land, Canada, Mexico an 

Direction of Eagle’s marketing activities 
continues under David EK. Price, general 


sales ma nager. 


Davidson Distributors 


Two new Davidson Corp. distributors 
are: Duplico Co., 718 N. Union Blvd., St. 
Louis 8, and Photo-Offset Plate Service, 
301 W. Main St., Louisville 2, Kv. Head 
ing the Davidson of 
C. E. Hafer; in Louisville, Donald P 


Lyons and Dennis Mason Jr. Both con 


eration in St. Louis 


panies have set up complete demonstra 
tion and service facilities and maintain 
a full stock of Davidson equipment, sup 
plies and parts. Two other distributors 
recently named are Louis Alpert, Crafts 
men Machinery Co., Boston, and Willian 
Gaddis, Davidson Sales & Service, Minne 
apolis. Davidson Corporation, a subsidi 
ary of Mergenthaler Linotype Co., has 
executive offices in Brookly Dn, N. - 


Buys Complete Control 


James P, Marino, president, Arm rican 
Dictating Machine Co., has purchased the 
interests of his former partner, Peter 
Poggi, and is now sole owner. Mr. Ma 
rino has long specialized in dictating ma 
chines. In 1938 he published the first 


James P. Marino 
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Manufacturer: 


OFFICE EQUIPMENT EXPORTER goes 
every Fall to all the known importers 
and dealers of office equipment and 
stationery in each of these 75 markets. 
Tell them about your products and earn 


DOLLARS! 


Afghanistan 
Alaska 

Algiers 

Arabia 
Australia 
Austria 
Belgium 
Belgian Congo 
British East Africa 
British Guiana 
British Honduras 
Burma 
Canada 

Ceylon 

Cyprus 
Denmark 
Egypt 

Ethiopia 
Finland 
Formosa 
France 

French Guiana 
French Africa 
Germany 
Gibraltar 
Great Britain 
Northern tretand 
Greece 

Haiti 

Hawaii 

Hong Kong 
iceland 

india 
Indonesia 

Iran 

traq 

treland 


Israel 

Italy 

Japan 

Kenya 

Lebanon 

Liberia 
Luxembourg 
Libya 

Madagascar 
Madeira Islands 
Malaysia 

Malta 

Morocco 

Nepal 
Netherlands 
Netherlands West Indies 
New Zealand 
North Rhodesia 
Norway 

Pakistan 
Philippines 
Portuguese Africa 
Puerto Rico 

Siam 

South Sea Islands 
Southern Rhodesia 
Sudan 

Surinam 

Sweden 
Switzerland 

Syria 

Tanganyika 
Tunisia 

Turkey 

Union of South Africa 
Viet Nam 

West Indies 
Yugoslavia 


Advertise in 


a ee 


Write for 
circulation 
breakdown, 
advertising 
rates and 
complete 


information 


OFFICE PUBLICATIONS COMPANY 


232 Madison Ave., New York 16 





eatalog on used dictating machines. In 
1952 he 
Recorder dictating 
U. 8., for which he 
The company 
stock of 
chines of all brands. 
office 
Mr. Marino anticipates dramatic 


in the use of 


introduced the magnetic Re: 
machine into the 
s national distributor. 
also maintains a large 
dictating ma 
With 23 successful 


equip ent 


rebuilt and used 


years in the business, 
growtl 
hietating achines in busi 


ness 


G-F to Sell Magne-Dex 
Ernest A. 
susiness 
that 
cluded effective June 1, 
Fireproofing Co., 


Dahl Sr., 
Aids, 


arrangements 


general manager, 
Skokie, DL, ad 
have 
whereby General 
Ohio, 
through its branch offices and franchised 
dealers will sell Magne-Ds 
ment. 


Efficiency 
VISCRs heen eon 


b oungstown, 


visible equip 
Aids 
and eards to G-F, 


Business Efficiency will fur 
nish Magne Dex trays 
constructed to fit into the 


desks, files 


various G-F 


lines of and Super-Carder 


units, 


W. C. Newsom, sales manager, Groveton 
Papers Co., with the new sample portfolio 
of Triad mimeograph and duplicator papers. 
Designed for paper distributors and jobbers, 
the portfolio demonstrates the 

cating properties of Triad papers. 


nine dupli- 


Aids will continue to 


lealers a 


Business Efficiency 
sell through 


plete line of 


franchised com 
Magne Dex 


housings as it has in the 


equipment and 


past. 


Seribe Appointment 
Schroeder, 


national sales man 


Lew 


ager of Seribe Corp., 
Chicago, h 
the ap 
pointment of 


as an 
nounced 
grart as 


national 


Rodger Ta 
assistant 
sales manager. 

Scribe Corp. is the é ” 
gales or Rodger Taggart 
for Per- 
Scribe Magnetic 
Previously Mr. Taggart 


>> 


national 

ganization 
Dictation 
was with 


mofiux Sys 


tems. 
Com 


3urroughs Corp. for six years. 


menting on the appointment, Mr. 


‘*The vears of 


gart has ae 


f 


snid: 
that 


cumulated well qualify him 


Sehroeder system 


experience ‘Rog’ Ta 
or servicing 
direct customers on the 


proper analysis 


for central, remote dictation systems.’’ 


Educational Director 

Ray LaCour is educational director for 
Arnot-Jamestown Aetna Steel 
Products Corp., manufacturers of Parti 
Office-ettes and Arnot modular 
announced by 


Division, 


tion-ettes, 
office furniture, it 
Nathaniel D. Arnot, Aetna executive vice 
president. Mr. LaCour was formerly sales 
manager for National Equip 
Hoboken, N. J., and before 
charge of office planning, 
installation for Lyon Metal 
New York. 


was 


Jusiness 
ment Co., 
that 

layout 


was in 
and 
Products, Ine., 


Copease Licensee 
Photo 
become the 


General Products Co., Chatham, 
N. J., has manufae 


turer of photocopy machines to sign a 


second 


licensing agreement under the photocopy 
patent recently acquired by Copease Mfg. 
Co., Charles E, Hallenborg, Copease presi 
dent, announced. Remington Rand, Ince., 


became a licensee earlier in the year. 
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Substantially Reduces 


NOISE 


of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac 
curacy Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 











“Sure, | can refill it! The Osutr 1-for-All refill 
fits almost any ball point pen!” 


@ REDUCES 
INVENTORY 


® PACKAGED 
6 WAYS 


Fits Most Boll Point 
Pens! 


Order from C 
YOUR STATIONER | Yew can ei 


sie PEN MPaANy 
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Smeads TELL-I-VISION 


Filing System...is tailor made for 
any Business whether it be 
Large or Small 


"eres how 1# works 
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PLASTIC 
TABS ’ 
IM BRILLIANT Adding machine figures 
coLtors must be verified by original 
instruments from the files 
We say our system reduces filing time. 
Let us prove this. Write for free sam- 
ple guides and full data. DEPT. O 


aon | 
—_— R | 











PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘Outlook’ Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im- 
proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘‘Outiook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., 


Originators of “Outlook Envelope 


N Wes 


Est. 1902 





This summer, learn more about 


FORMS! 


Learn all the basic principles of forms design and construction. 
Just published, illustrated with nearly 100 charts, examples and pic- 
tures, the Manual of Business Forms points out the many different 
varieties of forms available for use in business and industrial manage- 


ment. 


For the first time, all the tremendous number 
fil | of available forms constructions are described 
in a manner which allows the reader to select 
the best type for a particular business system. 
Time studies of forms processing operations are 
reduced to efficiency factor figures in easy-to 
read charts which pinpoint the basic advan 
tages and disadvantages of each type of con 
struction. In addition, there ar chapters on 
carbon paper, tags, envelopes and paper. Other 
chapters thoroughly cover duplicated forms, 
checks, pegboard forms, autographic registers, 
stock forms, manifold books, and many others. 
The Manual includes many pages of informa 
tive advertising, providing a wide range of 


sources for the reader to use in selecting forms 





manufacturers and suppliers. $2 postpaid. 


OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 











Ray Evans, Clary Star Dealer, and Mrs. Evans 
with actress Debra Paget (center). 


Marchant Managers 


Hermes N. ¥ 
Paillard P1 

Ine os has 

Davy 


. . head 
Elmer O’Brien was named ctor | ee t 


Victor Changes 


sales training for Victor lding ach Hermes office 
He replaces D. L | or, who ht chines div s 
accepted the position as manager of \ which will op¢ 


9 _ . denendent! 
tor’s Detroit brane} hanges wv > ndependentty 
inounced by A. F. ? wwell. vie res the Hermes d 
nt sales division, 
be 
promote direct 


Bostitch to Move of Hermes 


typewriters in the New York metrop 
Bostitch, Ine., manufact tan area. Hans Stauder, Paillard ¢ 
stapling machines, tive vice president, succeeds Mr. § 
ain manufacturing plant and genera n directing sale 
offices to East Greenwich, R. I, where 
new, larger factory will be built 


I iles 
northeast ot the present plant ln Wes Facit Advertising Manager 
R. I. President Emmet G. Gardner Albert J. Ackley has joined Fac 


I t 
the move is necessary because rtising manager. saceordis 


production demands from sales ik A. Ohlsson, preside 


which have increased 450% since 1945. 


sales distributor for Facit caleul: 
Plant facilities cannot be sufficiently e> 


Odhner adding machines and Halda 


panded in the present plant area. <A 


story building with space to allow { jointly with Anderson & Cat 
continued expansion will be erected A Facit’s a > age! 


writers, The announcement “as 
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Export Administrator 


Starrett, 
president 
MeBesr 


tional Div an 


Roya! 


Interna 


nounced the ap 
pointment of R. E 
Jacoby, formerly 
assistant sales man 
iger in the Over 
seas Div.. 


administrator for 


to export 
R. E. Jacoby 

the Internationa! 

Div Mr. Jacoby began as a bookkeeper 

1921 in New York and 


as typewriter 


since has served 
salesman, credit and col 


lections manager of the Metropolitan 


Div., rental manager, audit assistant in 


the Foreign Dept., division assistant, and 
in 1937 


manager in the Foreign 


istant sales 


Dept. As 


direction 


was advanced to as 
export administrator, under the 
of J. C. Hussey 


will supervise 


director of exports, he 


administrative needs re 


lating to export activities for products 


and services of Royal Typewriter Co. 


TYPEWRITERS 
ALL MAKES 


REGALRITE BRAND 
RIBBONS AND CARBONS 
* 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 


All-Rite Advances Richardson 


Valtin H. Lust, 
All-Rit« 


Pen, Ine., announced 


president, 


the appointment of 
Charles W. Richard 
assistant to 
the president. Mr. 
Richardson 


son Aas 


moves 
up from his former 
sales 
Mr. Lust 


also announced the 


position As 
manager. : 
© Charles W. Richardson 


appointment of Bronson ‘‘Bud’’ Purdy 


as national sales manager. Mr. 


All-Rite 


Co., where he was western 


Purdy 
American Peneil 
district 

vears, Mr. 


part 


comes to trom 
sales 
manager for the 
Lust that 
of a 


includes 


past five 
stated these moves are 


general expansion program which 
trade 
Katz. All 


Pen, Ine., Is One ot the 


stepped-up national and 
advertising through Leber & 
Rite world’s 


largest manufacturers of writing instru 


ments 





Are You Interested 


in news and descriptions of 


office machines and office 
equipment on the German 


market? 
Then Read 
Burotechnik und Organisation 


This 


monthly 


magazine appears 
and gives richly 
illustrated reports of Ger- 
man office equipment and 


production. 


Subscription rate is $5 
(U. S.) per year. 


Send for a sample copy! 


ROBERT GOELLER 
VERLAG, 


Baden-Baden, Germany 
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A Backward Glance 


T THE NOMA 
Toronto this year, We 
Joseph W. Bill 


a reminiscent 


convention in 
caught 
Rowland in 
mood 511] 
NOMA 
1919 office 
for Fisk Rubber Co. at 
Falls, Mass. He told us 
late Rasely, then 
office manager of the Norton Co. in 


was one of the founders of 


hack in when he was 
anager 
Chieopee 
how the Hiram 
Worcester, and he had spent a lot 
of time talking about organizing an 
association of office managers. Bill 


made several trips to diseuss the 


idea with other office managers and 
finally they called a meeting in the 
isk office on June 11, 1919. The 30 
office executives who attended rep 
resented companies in six states and, 
oddly enough, five of the country’s 
leading rubber companies. This was 
the the National 
tion of Office Managers 


start of Associa 


It wasn’t until the group’s tenth 


anniversary that the name was 


162 


Manage 
That year they 


changed to National Offic 
Association 
elected William IH 
cleventh 
NOMA’s 


were established during his term ol 


ment 
Leffingwell their 
some ot 


president and 


more enduring policies 


office. In facet, Leffinewell and all his 


fellow officers were returned to 
1930 the only complete 
NOMA ever 
talked to Bill 


missed fi 


office in 

slate that reelected. 
As we 

Was @as\ to 


have sat beside him at 


Rowland, it 
see Ne Rase 


said he wished Hi could 
the speakers’ 
table to see the 
NOMA’s 36th 
Hi was years ahead of all of us with 
His letter’’ 


close to the Simplifie d Letter adopt 


group attending 


eonvention., sill said 


his ideas ‘better Was 


ed 3) years later 


“THe 


tious 


Was a hard and conselen- 


worker, a true and_ loyal 
friend who will be greatly missed,’ 
said Bill 

sill said it 


War I, 
Industry 


Was World 
the War 
sernard M. 


had the opportunity 


during 
when he 
Boa rd 


Baruch that he 


Was On 


under 


to visit Government offices In Wash 


ington and saw the need for some 
plan of organization to bring about 
better methods 


and | 


continued, 


‘I believed then believe 


Bill 


many office jobs that could be on a 


now, ‘there are 


piece-time basis which would in- 
erease production, reduce costs and 
bring about better earnings for the 


staff 


I proved it in my organization 


over 50 vears as 
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DITTO “<7 " SAVES SIMONIZ 


$30,000.00 YEARLY!" 


DITTO 


A) a, een 4 Py ’ 
PIB - UY AMMLEG SD YUE < 
y, / 


*This case history, taken from an impartial study, can 
easity be the story of your company . . . 

“The Ditto order-and-invoice plan prevents errors be- 
cause names, addresses, and jtems are written only 
once... saves checking and correction time . . . speeds 
orders to shipping point and so speeds merchandise to 
customers. Ditto plan makes earlier payment of ac- 
counts receivable resulting in lower interest or carrying 
charges . . . Now just 5 people handle what formerly 
took 15 typists and clerks. What is more, our improved 
forms cost less than those we used with bookkeeping 
machines ...” writes, Mr. H. Carr, Controller, Simoniz Co, 
Let us show you, without obligation, how easily Ditto 
One-Writing System can be adapted to your company’s 
operation. Mail coupon or write us today. 


BBE EEEEEETBESEEEEEERES ESE SEY 


DITTO». 636S0. Oakley Bivd., Chicago 12, 11 
® 


nada: DITTO of Canada, Ltd., Toronto, Ontario 
Ad no cost or obligation, please send me information on how you can 
Stve ws money, time and effort with DITTO One-Writing System for 
(Order Billing Production (jPurchasing- Receiving (_jOther 


(Payrot (jinventory Control (Hospital Admittance 
company 

address 

city... county state 


~ 


Keeeesesesesesead 
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Kleen-type is easy to use! Apply a Kleen-type 
strip on the platen, strip off protective paper 
and type a few lines. That’s it! No ink-stained 
fingers or harsh liquids to bother with! 


Underwood's new Kleen-type 


actually cleans as you type 


Now! Put an end to the mess and bother of 


cleaning tvpe the time-consuming old-fashioned 
way. Your nderwood man will show you how Your inde rneed ag 
to get cleaner, better looking letters with new will show you nosey 
Kleen-t pe. end dirty; blurre ’ 
This new t pe cle iner is truly revolutionary. hard te read — 
RYou simply ipply ad Kleen-ty pe strip to the Like thise 
Be platen of the typewriter, set the ribbon at steneil 
position, and t pe a lew lines. That's all there 
Mis to it. Kleen-type cleans as you type! The 
; sper ial chemical coating picks up ink, dirt and 
Slint from the keys. Best of all, Kleen type can 
B be used over and over again! 
Write on your business letterhead and 
we will be glad to send you a free sample! 


| 








